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- Welcome to AppleWorks 5. This ddt.i mdnucil will tell you what features have been added to or 

- changed in AppleWorks since version 4. If you're an experienced AppleWorks 4 user who wants to 
i knovN- how this new version d if fcrs from the one you're used to, this manual wiU tell you. Be sure to 

onsult the AppkWoEks 4 RefereiceAilam^ 

It you ve just upgraded bom i^pleWoda mad ttie A ppl e W«^ »4 tkeHemaee 

Manual fifst. 

♦ WHy Deha? In m.ilhematics, the Greek letter delta (4) ^toipdtonptiesentdiai^ Smcethis 

manual describes changes only, it's a delta manual. 



f3mptitt It Abent AppleWavIs 5 



AppleWorks 5 Highlights 

You're probably eager lo find out what's new hi AppleWorks 5, So that you don't have to wade 
through the whole manual, we've listed 15 new features b^ow— >^x general featmes^ and Haee eadi 

for the word prcve^-sor, data base, nnd spreadsheet, ft wasn't easy to limit ourseiyeslShK'iiKfiiy 
the list gueb on and on, but we thought you'd want to know llieh^^iUght». 



General 



Desktop! 
AppleWorlo' 

print buffer that you get back to worl^^ppr, before the printer is finished 
AtterWork screen saver prevents damagC'IO jNain' monitor in a way that's fun 
fuU UltraMacros package lets you writeyopirotm nuKXDS (six new dot conuiuaids induded!) 
optional onti Iflfadl M!WiHiil|W|^ 
options) 



Word 



Oudiner mode to help you csganize your thoug^ils 

print i>dd iir owrt psgt's 

print documents, including mail merge data, to the screen for preview 



background le^t in single record layout 

mixed inude shows single records and list of ail records on ti\c same screen 
view plif$4i98 



cell mernos (also knovm as cell notes) 

new S i oday function returns the ^uj^tiai:-^ 
@Find is now case-sensitive 



ltowliiiai»4Wiitg<Ciiiiip 

This new version AppleWorks needs extra confuting power. Please be sure that you iiave the 
i^^jb«ti!ii«i«i«1ei 11^ AppteWodisMlvt^^ 




To use AppleWork<; 5, you Tnu<;t have at least 

■ an enhanced Apple De, 

■ 256K of expansion menvory, and 

■ a 35" disk (drive 

fm '^nhjaKBd* Apple Iti cim ^iptay^MEiise^actand a fStM Aap as lis matspmeemas. 

He, He Plus, and HGS computers are ail consideml to be enhanced, so you may use any ctf 

AppleWorks S will fuit oil a 35* diik dnve> a hwd drive, or a large RAM disk. ' 

♦ 5.25 " disk wars AppleWorks 5 is only Hipplied on 33" disks, so yoa won't see any more notes 
lor 5 JS* diA mas in Ods raamiid, 

♦ App^ lie users Ytmr Appk He must be enhanced. It you don't know whcthui or lurt yoarlleis 
enhanced, lnok at the top line of the monitor scre-en as you switch on your computer. If it says 
"Apple then yoiju; Ajp^le Vis wnUjoipid an enhancqnien* kit. I£ it $ays "Apple //e", then your 
Apple IIe^ftlt«iifyatf«uioed. ^ 

Some parts ot AppleWorks 5 use double hi-res graphics. .. the new data base pichire-browsing 
command, for example, and most of the AflerWork screen saver modules. Some very cJd Apple 
ne computeis are not capable oi di^lajfing double hi-r^ graphics properly. If you Ixiught your 
omiputer \t\ 1983, it may have a motSteroNtMord^at doest't support douUe hi-res graphics. Thb 
prnblom L-.innnt be fivod with ,\x\ L>nh.^nctment kit. £ veil If yow Apple Qe CttJlllOt di^lay d<Hll»te 
hi-ros prt-iperly, you may still use most parts of AppleWorks. 

Apple lie computers usually come with either 64K or 128K of memory. You'll iwed 256K to pmi 
AppleWorks 5. AppleWorks recognizes both memory cards that fit into the auxiliary slot ^ftd 

those that fit into the seven conventional slots. However, if you have an expansion card that fits 
into a conventional slot^ you must have an extended 80-column card in the auxiliary slot (for a 
fotat blllSl^vM tihie 

♦ Apple Ik and llc-Plus users Most Apple lie and IIc-Plus models come with only 128K of memory, 

^ Afipk UGS UMTS Ail Apple n<aSa3tAputers have at least 256K and the featiixes of an enhar^^ 
Apple Qe. 
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AppleWorks S<»ei%^ fMSkt:fKmAplpM/9p^ things to 

beware of: ,-, ^ 

Macros All macros written before AppleWorks 5 mus^ be recompiled. This includes TimeOiit 

progr.ims tli.u are merely converted macros, such as the AppJeVVorks 4 versions of Date.Reset, 

I .'B \\ 11.I1I1S, niiplit .itcZ.ipptT, Inst.ill DeskJet, and Screen.Blanker (HowevtT, new versions of these 

applications are provided with AppleWorics S^ sp ypudon't need U) recompile these ecamples.) 

Mask ctiaraelWI Bteawe AppleWorks now uses <i slightly different displ.iy in .litow JiiiMttlliext in 
data base^el^ jwo wrttl hKwe to update any mask rules in your old data base files: 

Where yooscf fews So fci* wiii wM « 

in\erse] Control-A # 

lnvci«e| GutaxttH # 

inverse I Cmtral-T ~ 



Work^ieets with mure than 1 20 columns (columns beyond DP) will load, but the 
data in cxiiuovts 121-127 cannot be viewed or edited, and wUl be ovmnit^ tithe ceUmmio 

is used. ■* 

@Find The @l'ind ftmetion in AppleWorks 5 is cfse-sansidve, so be careful when using AppleWorks 
4wi»kdieetsthatiiseAnsftiiictioii. S9Clfl»iSBdia<t«t4||iiii^lirterfa 
tiDw to convert fimiitilas that IMS M%icl l&vnMdc 

An^^Wmto 5 f Um In An^WMks 4 

Data bose Met that um bockground text will not load into AppleWorks 4 or earlier. If you're lucky, 
AppleWorks will tell you it's getting errors tiyii^ to load sudi a file. If you're unUkky, AppkWodts 
4 will freeze up while trying lo load the file, 

Doto base fibs that use ckriv* will load into AppleWorks 4 but due to a change in how AppleWorks 5 
Sfcwsdiiesi ^•fiMiiey VtWir wai display as "19MA0in/^!(i»ruary 10, 1993?'*^<iU«slay as 
"1993B1 0", etc. (Yro doii^have to wmy about tfufrif yots'ce moving ApptsVioAa 4 mm in 

AppleWorks 5.) 

Worksheets that u»e the new @Today funcfkm will load into AppleWorks 4, and the value of anjF(]«P6 

that use f'Todiiy will be preserved. 1 Icwever, the function itself appears simply as ®, and the fttst 

timt' V(ui VIA iiLili- Mk h .1 file, AppleWorks 4 will return ah Sl-rror in any cells Ihdt use ©Today- 
We recommend that you use 0-V to turn recalculation freq^uency to manual immediately after loadings 

any |i)l^diaiu$i^ into A|!^]^^!^iiEs4 Yovinay value q{ any cem 
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WmMIMwIi ihcrf UM the dFind funcrion tt>f// load into AppleWorks 4 without problems. Since the 

©Find function is not case-sensitive in ApploWdrks 4^ any use of ©Upper and ©Lower with ©rind 
will be redundant, but it will not harm the .ucuracy of yuur spreadsheet^i. Don't letnove redund<.mt 
@Upper and ©Lower functions used by &Fttid.wilks^mm 
with AjTE?leVyairk*5 wiUlfiMidjpo"' worksheet , 

WnifallHlf Aat use cell memos n-iU UkkI into AppleWoi^lb^^Maiit rpvoh posi^Sle colunvrii^ 
(DChOW) 0^ Bie worksheet will be filled with cell memdiia^^i^^, for that row. If you view this 
data while in AppleWorks 4 you may temporarily mess up your scieen display. If you attempt to 
enter or edit any data in ccdumns DQ-DW while in AppleWorks 4. you will destroy cell mcmoslor 
that row. You only need to worry about this If the workiiheet will be used in AppleWorl3 5 





Chapter 1: About AppleWorks 5 



i&^iclcliii^ Files to the Deskte|> 

AppleWorks can now c^tionally remember ) our nine most recently-loaded files. Starting at the 
AppleWorks Main "Add fi^ to tiae Ctesidap" and press ibrtum Id i^lo ttw Add 

# Jlwtert TogeltDdieAddfaesinmuqiikjd^,[sessd _ 
0|in in Aw f»cs8 ii-W,mid^fmi.iii0Lme a list of nnieftes: 

*t*i* Typ« Path ' t ^ 

1. LETTER WP /EXTRAS/AW3. PILES . ^ ■' '^'^i'-'^-.^- 

2. OATh DB / EXTRAS/ AH3. FILES 

3. INCOHE SS / EXTRAS/ AW3:«S3P3' , 
i. Trivia. Quiz WP /EXTRAS 

i|!^:vv,' '( .S. AWP.Glcssary DB /EXTRAS/PILE*^ >■■ - . 

, ,, 6. 8ackgraun<lT«jet. OB, /EXTRAS 

"V'. . ,8. Wpdati'niflpr&M^t f&mha ^, i!M^'''ti';;ii.v, V, 

9. itFP.boCS WP /EXTRAS ' 

Don't panic! If vou don't sec the Desktop Organizer, don't worry. The first tiaie jfWttfiai!^ 
AppleWorks 5, the Ust of files will be empty, and AppleWorks will tell you so. 

[f yoii'vt' .ilroridv loaded some filt"^ nnd still don't see anything, check your miscellaneous Standard 
Settings to be sure that "Remembered loaded flies ' is set to Yes. See the Standard Settings appendix 
off - ' 



Toloadaflle,«lherpTOS6tiieprievantntiinbarkey orusethe ^and * keys mid pies^ Ifltie 

path is not available (for example, if \'oirve ejected the disk from the d rive) or if the file is not there (if 
you've deleted or moved it), AppleWorks will merely set the current disk to the path shown in the 
list and halt tfie pnxess at die Add Rles menu. 

Notioe that you cut «Uy load one file at a time. You can't uae tine <f and ^ ke^ to sideet/deselect a 



# fWii fhoriar cut YoumaycaUuptheDeskta|)Or:ganizerbyhig^gl^^''iityklfi^ 

AppleWorks S now features optional "one-touch" menus, If you have titf^ feature turned on, you 
can load anGr^mizer file from the Main Menu with juat two keystrofeefe! M you press C3-Q and 
1 1 then fecape td res^^h tt^^ Menu, then t!*,?i^iile^ the Desktop" will already be h^ 
}ust pi«s»0r^Etjeto£it 103^^^ will 
load! 

Set^Sbuuiani Setting appendix in tt^snvmual tor We'UteUypu 



tfyiOu import a text file into the word pnxesso^i iKi it as a word 
processor domment. Apart from this cxci-ption, the IMK^Orj^ant/er tracks only AppleWorks files 
loaded to tUc desktop. Files thatyou have created fromaar;i^> and ASCII files importtd into the 
data base, do not apptwr on th^ d^|ptnk^«.!bafe-^ 
oply when they are loaded. 

If voii load the s^ame file nine times in a roiir,-8l%.B^ttei|^£i|ped^ won't have nine identtail entries 
in this list. I he Organizer checks to make siae iMISte Hst koem^t have unnecebsary duplicates. But 
tf ypalpdKl nine files with the same name trmn ntneidifferent disks wilh cUICaetit iMane% ttie 
digatfdza' list aU the £Ueai( since die pattnani^ 

The most recently loaded file is .i\w.^y^ first on ttieB^ Biitppaeetiy>mH(0^l^^ 
OrgaAize^s file list has these three tiles an it: " 

I. Rr.eranteothsr OB /family. TREE/DlSTEti^ 

Now <iuppose vou add "Me" to the desktop. Since the Organizer prevents duplicates, your new file 
list isn't going to have two copies of "Me" (one at 1 and one at 4). Instead, AppIeWgcl(s will siwifle 
tte list ao that itlook» like ttusc 

1. Me EB / FAMILY. TRSE ^ 

2. Ky.Grandsntker DB /FAHILY .THEB/BISTM* ' 

Whm ll« list is ML ^ Oigaidzser win maove tlie ekl^lile^^^^ 

♦ Important This list b saved when you exit AppleWorks and relodded the next time you run 
AppleWorks. If you just turn your oamfnOBtG^ hxlead sifpa^^im AfpteWoriiSi, ttieJiStii^iMtr 

*Clie&t will not be saved unlt-ss vou ha\'e "Remember loaded filt^" selected in ttu- St.mdnrd 
Sett&I^ menu. See the Standard Settings appendix in this manual for mure u\lorntatton. 

ft«v»n« option in j-A(iTan|^ 

Wh(*n .iddiHR files to the desktop, press C5-A to arrange the fiU' listing to your liking (as wiA 

Appli'VVorks 4). A new option, Reverse, will reverse the current display. 

4 tkiht ^^-A(^range) is not limited to getting files. You may also use it witii listing files, copying 
the#i, deleting them, etc, 

The tifsl time vou pri'ss -A, your display will bo ordered by Type (because that's how we set 
AppleWorks 5 before we shipped it). Thatls to say, you'll see all word processoi' documents in 
alphabetical order, followed by all data base fUes^^U woiksheetSr text files, and all »,U>directorIes. 
Si^Kt Reverse iUEid you wttl be shown subdUef^fe^^ first (in reVierie«lphabetta|il#di^t lli^^^t 
HteSi then spreatdsheet files^ 4«tai base Mm,m4 ^md proc^^or docuxnentir, 
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♦ Note You nwy now change the default display (Type) t(la iih^Sbif»daid Sett You may 

«v|an choose tohave the Add filos list appear in Disk order, which is an extra option not normnliy 
acpessU>je thecmgjh w C3-A keypress. See the Standard Settings appendix in this manual tor more 

Kevcrse will act on whalcN fr display wds mo:^t nxvntly ^htnvn. i:\..itiipk^: If you're looking for the 
oldest files, type 0-Aand thfii select the D.ito option {ihe most n-cen! files will be i>n the top of the 

list). Press d-A ^rinand select Reveise and die oldest tiles will be at the top of the list Any 



$pa«« hmr mn4 d*f pocs 

As usual, you may select iiles (to add them to the desktop^ delete them, copy them, etc.) widi the ♦ 
key and cteselectttwitt wSli Aie^lEe^. WHh Ap^iiilAAai^S^ yiw^m totc^g^ 
vs he! her or not a liie is sel^cled. Press Spvct aaoe^td^ ^ttsdedcdi; p(Ci» i^ain and it ier 

de!>cli.vtcd. 

C-Space will sekct aD Eks. starting fiom the tofi of ttie l^tii^ i^-* wiU only select ail Ales at the 
level of fli^ctirsor and below.) Pressing 0-SpaeewOldeietetffles tf any«« 

♦ Note Just as with o'A(rTange)r these new commands will work with file activities other than just 
adUfing files to llwd»ldlDp.TiyttieiniNrtw^ You may also press 

S^aoc iD seltctamt deelect Utes in ttie Save aid Reiaave Hies menu lists (but ^^^Slpaqe^j^^'t 
workhcfi^. T-i-s 



Desktop switches automatically 

It is now possible to ktad more ttiasi 12 files at a tiim. C^ce Aj^leWork»Me»^« <l»ltlof i6 lull, it 
looks for free spades oil tteliaAiiedSfiOp iifl^ At you 

add files, you wiU see llfieto^niioibercil files iMd^oes^ 
maximum of 36. 

It is also now possible to add a file (either by cteiAii^ a new one or by adding one from dialO if 
Ote current desktop is alwa^ ftill. ApplcWoiie no longer prints fiief niesiKtge "The limit is IS^^k^m 
4ds (3es^tcp.* If thtne's a Apace leit m any desfctop^ %pleWori(» wttt autdnwticalty lt»d it. 

# iMlin4w AppleWorks has ^>acefor 34^ne%M«ft4ead!ictf Us 

^>a<»»avai]a1»lelor fil^ with the develop fitiindiiy^^^ a^^ 



LatMling toict ftl«s Into tli« pm^mMwrnw 

After loading a text file into the word processor, AppleWorks now automafir.] lly sets both the Left 
Margin and the Right Margin to Ojp inches- This, will help in tiie display of ASCII text files ttiat have a 
Return at the end of each line. 
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New DeililApJ^iprlciitft, 

AppleWorics 5 ittiiaiaiices duee new 0^ 
second ci-^t^rpre^ 

As you ve already seen, C-Q C>-A tal«s you quickly to the Add files menu. 

■ (5-WuM ^ ^ 

i AppleWorks 5 no\v fcnturcsa]Hintl3ttffer, and I'-Q "^-B takes you to buffer statnfrSCtC^ Seattle 

I Standard Settings appendix i|t Uriii'itUttiual for more mionnation about the print Bttffer. 

♦ Note Whenever voii visit thf Print Buffer options menu, AppleWorks will start to'sefld clata 
to the printer at full speed. 1 he buifer normally sends data one line at a time, since 

Apple WfuAcis ltas to divide Ite attenti^ 

♦ itfplir^^ llB&|«^(lruffer temporarily piE^ie^ 

buffer is in tiis^^'Pien pres-^ing ^''-H cind se^Ktang*Rri*^;9iC?t«es^ 'tnfi io^imt 

two C5 -H optitpf 4vill work normally. 

^^QU want to change your pathname in a hurry, (^-Q '<-? will take you to Change Current Dbk 
ui an instant. Omx there;, pre^ Cj-P a second time and ypu'U 

eight frequently used QidckPath paflttUaitMiS. ^pii«»0<<t to set the 

desired QuickPath. Seepage4I4of tfieSefiBRiw^ 
and use these pathname^. 
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Saving Files 

Saving a new file 



When you <se«te a file and tt)«n save it for the fUst tilw, Ai^leWurk& wiU ^et this p»t)ii^^ 
fhe "originallfflveelcHy^. ftom tfwn on, you may use (^-Control-S to save tite new file to diis 
dircL tory. (Under AppleWorks 4, pressing (5-Controi-S from within a new file would always save the 
new file to the active directory , no mailer where had saved it the hist time.) 



inmeiistitm ra^foi^^^ docturtents "on top of" teict files wiili the 

same riame^ dtiditkitv&SA. See the wocd^^isesser se^ nme infotm^i^ 



to /^fipieWorks 5 D^ta Mmtrnl 



A l f iSWa rics' new alarm leatuie allows you to create iiHUiiigiifi that wUl be displayed on the screen at 
a ipidfie4Mfr and ^sog^m ttMsptdSe time evexf day. 

jiUaiiQ* ii« s»oe«d in a special data base file aSed,masa!tB^mo*^i, "AlatmsT- Whoi AppUiVio^ 



tft#it''iyipirt'dl|B'ito^ beU sounds^, ttw date, tinMv and i 

<flq|ili^«donttie9ia«aii,aHid]roii WiritirSiio<»«,«nd€a9fMM^^ 

4^ Imparlont Unlike eveiywhere else in AppIeWiKdi% 3«acan'^[»^ 
YtwiaustsetectSBocizeQrCQntii^ ^ 

m mn-^ " 

ft, Wldtilipsnothii^. jit's there in case you happen to hit Rt'tum|(iilrt|tfr;3 



# hipMlant Only one alann can be tracked at a time. Suppose you have one alarm at 5:00 pm 
anaaaecond at 5:05 pm. If tou use snooze on the 5:00 alarm, then that alarm wdll have 

Md Iraferls otfly a p tt lii i em wWl dosely spaced atoms. 

Note that Snooze adds 10 minutes to the current time, not the alarm time. This mak»^ pO i BiM fe 
to inoctte an iliiaaMidKW fliaii onoe. 

■ Continue 

Conhnue marks the alarm as completed and continues back to AppleWorks. Continue marks 
daity alarms as notified^ dttt^dbtjr^ ad 4iigr ukiKi't pop up again until the following da y . Whea 
yon save the file, those categories remain pioperly marked. Naturally, if you discard the chaa^' 
and load the same file the next day, old alarns will still be marked as overdue and ihey will 
iqffwarafain. 

Escape to et3r«tinue and mark Iht aMetb 

Every time you leave the "Alarms" file, AppleWorks scans it to check for the updateti alarm 
schedule. If youteinoveiheffl6fiomdtedesictej^,irtai^ ^v^itstaieilttnttiiirtioad 
the file badt firem disk. 



♦ Note Alarms will not appear while you are editing cell memos or data basu formulas, nor while 
■i^t'l yiHi8i« viewing picturw m thi^ data base. The pendir\g alanns will be displayed after you exit 

dxose operations. Alarms mil mtemipt the AftoViihwiL-wegBgttjjpif M tiie AfierWork section 

for cnore details. ^a.jsLi.^'irfl^^g^TtiS^ 



Editing 



Willi'*!!!' ,1.; 



fiie 



IJttt dii^m feature i$ concerned with the fii^^.^^^^ 
t categorto don't matter, 4 



; the " Alarms" data base fik. The 
linust contain the woid "date" aiwl tl^ 



You may have additional categories for comments and memaianda, but are optional and will 



Hie iBwt cate gory tndkateiv'wiieiterfliridKtitfliaftf^ displayed or not. A period (.) 
indicates that an alarm is pending AppleWorks uses a "+" to mark .=>!.Trm<i that have been 
completed, but you can replace that "+" with any characters. When sctKining for alarms 
AppleWorks will ignore anything other than a period. Daily alarms shoukl <il\va\ s have a period 
in this category. In the sample fik inclttds44Mi|h,^!^^W^a^ S, the standard value placed into 
new teowds i& a period. If you aetS^yvmimK^^m^i^ you may wish to edit its standard 



The feoani«M^ory^>ecifiesdw date an alarm shoiddqipear. The alarm feature 
considers the year as well as the nuiA agnd^d^. I^a9«4i» CMi^o^ triill^ if you want an alarm 

to appear daily. ' ^ - ' ^\<^^'iiM <iirri^[ 

Inw The third cal^tgy ye^fes the time tfaatan pJann aiieaifeli|itiii>;Tly8 ea^ty, the record 
' Wtil always be igm»^. _ iv^,^ » ^ 

Musage The fourth category contains the message that will be displayed. Anything beyond 4S 

Doily The fifth category is iist'd for daily alarms only, and indicates the last datf on which the 
alarm was. displayed. This category uses a special d.ite format, so the category must always 
contain a sinpe (±|fu»Cter, tn tlw sample "Alarms" file, the standard value placed into new 
' ' ifi^^^^ is "®%iii)iu^,f(^ieser^ tfie daily meata^pe has no,t been displayed. 

' I'i'-'i'l' m'M ■ 

..^'>i:'- !!;.;:'[.;■■„, , . , \'T. J ■ ,'• /' '^ ^ 'iJ''!;/!, Mf^K 



^Sltwiting past due otarms 



Suppose you want to save an alann that will apj^ear the minute the "Alarms" file is loaded. It's 
easy enough to enter an old date and;1i^||^|figi g |Bg ^ jg^| ^ - , 

lfy^|)*e98<5-Qor even *-S to leave the "Alarms" file, AppleWorks is goin^ to scan the alarms 
and fira your overdue alarm. It won't let you save the hie until you have responded to the 
alffiin. If you select Continue, then that alarm is going to be marked as completed, and thatfsilpt~ 
how yon want the "AUrm<' file saipdt.X'Mt'^^Sft^Jlf^^,!^^ . ^ 

marked pending, not completed. 

The ofily tiling to do is snooze the alarm as you leave tite file. You may then save the file with At 
afaom inaiked petKiiiig. (Ilieaiooeestatise^iiot saved dbi^MdAtiie file. AppteWoiiis l^^^ 
tiaciiirf snoom intenudfy, and 



/ 
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Ait erV iy o rk ScNHiM Blanker 



U you leave your monitor on for d long time and the dispiay never changos, th^ image wiU be 
"ptxmmmiily imprinted on tiie picture tube. This condition is known as phosphor bum^n. TWth 
AppleWorks, you inigjKt be able to see the "ghost" of frequently di^kyed words 
REVIEW/ ADD/CHANGE even when tiie nnonitor is turned off. Ham can you save your screen from 

Hioa have a Pfdbb&)9i)fnpftA«l n. then AppleWorks 4 wiU blank the screen— 

but AfplrWiwbi 5 has AfterWork, the AppleWorks screen blanker, whidi wiD make plOteCtll^ the 

sctlvh tun by refreshing it with cntertdining animations and effects* 

AlteiWoris modules wiUfimly run if you set ttie^Cteen blanking option— undar the Standard Settmgis 

# QaAmfind AfterWork modules will not run tyi|iiout a clock. You won't even be able to view 
aifedanoB antes* ymi hapm a ctode inywr HtmSe. 

AppleWorks 5 comes w iih five sample AfterWoric modules: Crazy Case, Fade Ei^ Sta Hdd, Trickle, 
ma Sandomixer. 

Oi^CiiV rafldomly tc^gles^^llitiiaMU diMiieie^^ ^fP^ and tower case. If s a text- 
teaed modi^ llie i«s» of die angles Bidbdfed 1^ 

Trickk melts the screen on a pucet*by-pb«l b^, makk^ it look like dw lext on ycm vaix&xU 
slidii^ dsmn &esaem as if lam wsse wa^yqgLtt^iny. 

Fsiit- !n (nerLivs a double !u-res picture named PIC.FADEIN on to the text screen by imprinting 
pixels at random. We've supplied a sample picture, but you naay substitute any standard 
moaodhromedrndsfe M-tei pid»]W% w cie^^ 

SlorFieU oreates Ac iUusicm tliat you're on Aestaiship Hnterprbe, travdUng duough space. If 
you have a IIGSi, yo» hav» ti^M^ option «f vie«ftii(g <^^o«ed stats. 

Randomizer ramtEMnly^^ changes the order ot the other four modules Itlkeif^yoaftonri getting 
bored. It must come last in the list. If you delete Randomizer from your work dijsk, AppleWorks 
5 will alternate regularly among the remaining modules whenever it blanks the screen. That is, 
lite fiist n^iik to be k»cled iralalwayKbe^)^^ 

♦ Nol» RMidomizNis^iMifSii^^ 
fn^hiei, because it i«^iifiN»woi^|^ 

Don't w.int to w^iit to see what the sample modules look like? V0u.<30uld hurry them up by 

the dcl^y in minuter before the screen blanks to 1, but there's ai^ t^uiler way* t^ress O-EscHM to bring 

up &i0 Ttiiie0MI trteatu. Select AftetWork and you^ll get ^ chaince^^tia^ffK! ^eincwifitraUons of the 



# Appb IK^ UMfS For the best effec^JTCS users should set m«>{f t^tdi»jpteiy t)»^ 

black background. Other settings will work, but if you use white on bLick,. \\w swifrh froiiii t!B|£t 
xrwxte jto ^aphics will be so smooth you wpn't notice it, which wiU make some of the eik^mgre 

If you set your text color to bl.ick. \ ou u ill Jind that the Crazy Case module (and other text 
modules) will not spi-n-i \o work hi t.uj, the screen is being ref|!e|iMMj^lMlfeif$ being refreshed 
mth blAck texi cm a bkck bad^^imd, and Ituit's hard to 



When you use llie ThneOut AfterWork menu^ you'll see a menu with sixoptkink .'iltfte top o( 
tiKsesareavyou'UseeanoteastowhelherttieinoduteisTector Dmi^ tl^RBtoithe 
tnaiu wfl] loofc $Pinelhing like ftlls: 

In Sm a deno . . ! 

2. omlwr 

3. Sound MO ^ 

4. Duracion ft 

5. Pitch 

6. Ilgs color / 

SdeA 0|}fian 1 to see what the blanks does. Kess anf key- at aU to xe^ 

Oplitni 2 Lunt rul^ the delay for whatever activiftf the blanker performs. The Star Field nnd Trickle 
modules already have delays. You may tat^orarilu eliminate any d^ay by holding down the 
•/Option key vt^iUe the blanker is iwai%. ItSrf tt^ 
imt hold domi the */Qplion key. 

^ Warning To maintain anOiu^cmof sanity.makesurenooneelseb wtthinearehotwfcoil^ 
dDy«NirlUik(orPiGaid,if]^'i«aNextGeneiati(^ ~ 

If you have an accelerator in \'OLir Apple fl, you may want lo jediodlioead^y iDfO^BneW 4ie 
modules ond increase the otisting delays in the others. 

Options 3, 4, and 5 can contml whether or not nwdnks have a little noise associated with them^ 
how long the noise laste, and how high orlow#ie{iitdt of tftat tfoliiefs. 

Option 6 <ipplies to IIGS users who have their Control Panel Display setting on Color. Hua 
Cation lets you decide if a bLinker should be monochrome or c<n<»* Ur'^&tktiKVie AWSSiiiybQM 
iettii^ Qi {ttus Af terWpj^ option with the Star Field module- 

A f^M\ of the modules in the full AfterWork packiige havi&oheibdier opltonvbiitlt do^'tltpj^^ 
to any of Uie samples included with AppleWorks 5. 

You may pre^f^ Fso.ipc to lonvo the dcmo/conflguration in^aiu. If you've jnat^te ^ny iifu^ 

you'll ho asked it yon want to make them permanent. 

# Nfrie If you select a blanker from the list that wa^'t lo^ukd iiilp memory at startup, 
TtmeOut AffefWoikwill itidicatelStatjftwjmodtdels^Q^^ you %ron'tbeal^lo 

examine il. See ''Dt^ciblii^Aft»W^*l<E^ni0^ckA^ 
modules from loading. 
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■ More AfterWork modules 

'9- The full AftcrWork package is sold separately and contains 21 modules in all: 



BM(M blanks out random text characteis. After the screen is fully erased, it redraws the text 
'--^ 'act ee n - and eases It with inverse spaces. th& cycle is then Fep«ited. (text) 

Boxes draws various-sized inverse boxes at random locations on the screen and then erases them. 



0»M|iwriBesaI^Maiv«tyle diamcteTto''e^fte sGeem^ When the etkOEe screeii has been 
stamped, the is lediswn and lhe|8fqcess:^i «|M || ;g^ jg^iipjB^ 



I, or Canenii^ Cm^M^^ENn^ 
the two, it's llie head Oitf iMitlieHBialiltsti^^^ (doutde 

hi-res> 

Dalt and Tim displays the cuneBtcMeand tin« at ancMa positions on.« UanMM action, (text) 



# Free physics Itssm Why is this module called Enbopir? What the heck is entropy anyway? 
Well, the la%vs of thermodynamics hold that erentuaDy^ everything in the universe wdU be 
the same temperature. When lH>t and cold areas come in contact witti each other, the areas 
equali/e in temperature. When this has happened to the entire universe, life as wc know it 
Will cease to exist. This is JoMiwn tasoiae^s "heat desUh". (Don't worry, thoudi. This isa't 

- ... ■•■^liesjWBSoii of that 



Fans picks anaociom spot on the screen and then draws lines to the edges of the screen, creatinga 
£an*tike mctat ^lffs^ JIhe iaas #l|e;^^h^wi«iJbJack and white lines and use a random 
^jiiStaiBKjNiH^ effects tvith 

#||^ipdule. (douUe hi-i«s)> • hel 

Fountain squirts pixels up from the center of the screen like a water founliin. IfSblttttff' optionally 
«$tiya^ coicfc m a.llC*Sior some colored mic^> X^^leJbi-ses) 

L^ivtiiu^ LiKt'S is a series of lines which follniv each other everywhere like a bunch of temming^ 
(The lines don't look like small htny rodents, but they behave something like thcgpeL) You may 



l^itdoum melts the scrten, witti ihe middle melting Hue fastest, (double hi-res) 

Messenger displays a message at randtmspots pt^ a. ]?lank screen. You may use the TimeOut 
AfterWork application toi^(wft(Wf?^J^i#t computer is bored. 



-S "<J 



:■:.•{. 



H&atiBiik Wia lot like the Cranium module, except that ynit get to use ynur own Print Shop 

rUlong as it's in onginai furmat, not a biew Print Shop nur a Frint Shop lIGS graphic. 




AltmRanifom displays an original-stj'le Print Shop graphic (MiniPic) at random spots on the 
screen. Just as with MiiuBounce, you may use your own graphic and you may have it dbplayed 

WSit ^ote displays a series of dotdileM^ M£l/dr single hi-res pictuies, VAim the U^t pictuse 
lulls loaded. Slide Shew starts over with the first Oi«e. Y«U gflfrkl^^ltt AefllBt«ffl^lUfC«,imd«an 
laelude roughly 50 pictures, (double hi-res) 

Stuk Shote Color is )ust like Slide Show except thtf it allows color mode on the QGS. llie two 
slide show modules use separate picture lists, you may have two different shows, (double hi-res) 

W<>nn$ uses four hi 



seudo-worms to ^ibblethe screen. The worms are actually text 




/ 



ApfteWorks 5 



...plus the five tiacMiit^'ind.tided 

Warning Yomitajruse tht* nuKlulfs from the complete AfterU'orV disk 
However, do liiOf iiSie the Randomizer module or the TimeOut file from 
«Gses a new vefsioti^ of fldft ffle fliat v^'ia^ £^ 

After Work and alarms 

What ttappens if you set an alarm, forget about it, and leave the sooaS II ^Jls^Work is turned on, 
ikieiit^iSm a»A0le, tvffl atc^MtaAe taiapKLs^ lapH«ect yom numilof's Sfxeen. lim^ atann cofom due 
while AfteiWrnt; is n]pr»^ dieaJai^wdn Jal^on^ AAorWc)^ 

MKfks le, ik, ami Ik-Phjs uamn The alarm will stay on the screen until you press a valid key. 
"aas means th^ AfterWoik on only piotKi jCHifam soeem t«m-in if jtbumi come diiK> 

# Apple iK^«(M»s AB«r iie$liHnl interrupts Aftes^^^Mtf^'OfSS will wait briefly, then blank 
the screen altc^geiliear. The screen wffl stay blank unal yim pee^ a key. Once you pres.^ a key, 
the atann bi^vfsible. 

AfterWork and the print buffer 



AfterWork will always wait untU a printjpb is finished before activatin|;^ lAs^soen te the print 
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If you want to skip lo^idini; the AfterWnrk modutesiatstartup, press Escape, When AppteWorks 
5 starte up, it reads the st.irtiip disk to get the jlit0f available AfterVVork modules Mi'ffiii 
modilpctittiMis th0 di$k f)l« m ppse^le, Jf n }?\imkec feropi tilt list timk «n(ii^lqa(M 

If you want to dt'letc a specific AlletWeilc module, you should delete the appropriate MIL 
from your AppleWorks inits directory. (Only delete files from your working copy, plrase, never 
fiQini j^Oltr original ApptoWorks diski^!) If you just want a blank black jwreen, as in AppleWorks 
^y^Cin delete SI-.G.MR from your ApplcVVorks startup dirpctor)', the MR. files from the inits 
dbedmy, and TO. AFTERWORK from the TuneOut dii^cto^. if you're in a huny and don't care 
aboiit wasted disk space, or su^eet that yoa might le-enibte A fl w Wbtfc tdanidMvatt you really 
have to do to disable AiterWork is reiaine S£G.MIt We suggei^t you mmem U^BGMSUC^or 
MR.SEG. That will provent AppleWoricsSft^^ k»ding AfterWork. 

♦ Bug fix In AppleWorks 4, moving the mouse didn't register as acli\'it\' as f,ir as the screen 
blanker was concerned. This meant that if you used the mouse for an extended peritRi oi 
time, the screen could blank while you were working. This doesn't happen in A|ipleWorks 5. 
^ OHiraih monM the mouse wwi't ce^tsier as wrtivity unless you have the motue enaUed. 



Word 



Chapter 2 



Processol 





Loading 



and Saving Files 




wMMi for twxt fitos 



After you Load a text file into the word processor, /^jpieWoiics 5 automatically setS'tiSli^^ie Left 
Margin and ttie Right Margin to 0.0 inches. Ihis allowNsmoA ASCII tract Ales witfi a leiinn dtufactar 
at the end of each Liiie to display properly. . 



Saving a f*xt ffil« y 

tt is now much (>^<;ipr to overwrite \ssA fitlswift A^^Wdfls WOld pracMaor doc^^ 
same name, and vice versa. 

U you load a text file into the word pcooessor and later use 6^ to save ditf file iind er the saqikr 
■ nunc, AppleWofl® wfll ask you if you want to replace the text ffleoil^B^ with an AppIeW«iss 
word processor document- ( AppleU'orks wiHonly try to save an imported text file as a wold 
processor document if tfw Standard Settii^ option "Save text files as text" is set to No, of 
oowse.) 

Alternately, if you "Save text files as text" is sst Ves, and you try to save diat text wtima woed 
processor document with the same name already exists on disk, then ^^pleWocfcswjUa^yOU if 
you want to overwrite the word processor document with a text file. 

♦ Ssmind me,,. If vnu don't remcmtwr how AppleWorks 4 used to h<indle thifi situation^hwe'S 
a brief recap; If you loaded a text file and tried to save over it with a word processor 
diKuiiicnt, AppleWorks 4 would tell you that a 61e wifli the name already existed. You 
would either tuive to rename dte processor docuoient or delete the text file befwe 
graving the word prdceSSior dociflti«*it 

If you have "Save text files as text" set to Ves, then AppleWorks will simply savi.> a text file as 
testt and not ask you if you want to replace it. And of course, you will still be able to satre H woicd 
pcoc0«}r docuinient tiW'ei: a word processor docum^t widiout havinjg to coofinn it. 
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■ IIMiifi'asswnblar format g' 



For advanced users only Text files may now be saved in the format used by Ihe Merlin "J; 
assembler by writing o macro to perform a polceword command. Before saving a file, u^e-w 
"polceword $A7^4B0A0" to save it in Merlin fonnat. To save a file in normal tomrnt, use 
''pokewonl $A72,9''. Yes, we Icnow ifs a Hitle tedutical, but if you're advanced enou^ to be 
using ihe Merlin aagemMay ytm'reidininoBi mau^ to figute tids out too. 



■/ 
I 
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MousoTexl and Inverse Text -mm 



Now it's easy to entur MouseText and inverse characters into your word processor documents! The 
word processor can atso find this special t»ct Ytm can even print MovseTesA i| yvu have an 
ImageWriternpnnter. i^^i^^^:,.^^^.r^mir^^^^^ 

PressCnttnd-TandjjFtmshouMseea appesr%lttii^ttiu^z^tt^c^ Hdsmeans 
that you may type MnuseText characters into your document. Valid MouseText keys are ©, A-Z, t, ], 
\, ^, and _. You don't have to press Shift while tj'ping the letter keys. Prying "A" and "a" will both 
result in ^ bdng displayed. 




# Note Af^Wodcs 4 used Conln^Tiar 'space" tal^ 

♦ Note MouseText is not a feature created by AppleVipiilli. liign(3'«d^l!iM^ 
eiigykppte nGS, De-Plus, Ik, and oihumced Ue. 



' '/'i^'l'i'Kl vi/. 




N^vf •'Fiiid Options 

Wind Uii« 

The 1^ c^on t^si yoa to enist }im ntsfxtb^jrasf iwdbsltte'^ to, and will accent any nmnber up '< 
to the maximum oi 16,250. if you want to use litis option ftastead of dS) to move to tile atul the 
file, enter 99999. 

li the hue you're looking ibc ts hidtflen — for exf^mple, if the line in (Question is a prirxter opbon, and 
yiMj'xe zoGined out— ymt'j«|^a(ei^ Jiy(mvmittaheplas$d 

i)nee you press 'i-F to hnd Text or Ca^ sensitive text and type the text th;it you le looking fiOf, than; 
after the search is fmished, you may press Ci-F a^tin and AppleWorks will remember the text yo^L 
typed . Until now, ^^f^WiMits forgot that text as spon as yott josoved into a di£^retit word prbcsesscH^ 
dcx^iTi t nt Now it v^r»a3u»Ent^v^atyfm'^k>d|cit^&^ 

you're working inu 



♦ Note You TTiiist sfili onter thei^Sa bejEotind in data Kise and '.prcadsheet files separately, this 
features works across word processor documents, not across AppleWorks modules. ':■ 

This feature wiU also work with 0-R but AppleWorks will only r^in the text to be found, Th& textto. - , 
be rephuiedwiUraH survive a triqp to a differed 

New find ihiiiittittitt 

d>F can now find many more types ot characters than it could before; tal:^ sticky spaces^ MouseText, 
HndiAvefSechafadteiftr idtee a wa4<srdJc*c5''J4tt^ ^ 

■ Wild card r?) ^.-^'''''^^ 

When entering a seardv strmg, use ^? to represent any one character/ induding Spaces. For . r 



♦ Important When we say ^7, we mean that you should type a caret — which you get by typing 
Shift-6 — followed by the? chaiacter. Some programs use '^T as aftoirthand for Cotitrol-T. 
(FcM- example, UltraMacros usra to mran me Ccfirttrol key in its menu of avaUable macros.) 
If we have to ^bieviate Contrc^ key around hene^ we ^s|e Ctrtr Every time yp^ see in this 
jnami^ it ipea^ y^ttisihould pres SliifNi^. 



Each ^7 wildcard represents: one chStacter. Since ^7 can alsd t^t«isent a space, a punctuation 
tihiuacter, or MouseText, you can't use " < s : a . > ^ r pa c p >" to find only five- let ter 

words beginning with T. The above example will fii)^''jytkiee'' "the«e''/ &>d 
"to an" and "that,". '^sSiSpJii&4i#iri'¥Ti^ t,it:,n','»iv^w^K ','iUiif<*n\'i'''fi:,irj,^i::!0 

If you want to find all five-letter words beginning with T, use the find word feature that 
AppleWorks 4 introiltiQed (ttttd vtiodii AppleWc»l» 5 also has): Hold down the (3 key as you 



To seaxdiior^ky spaces-Hdso knoiiGn as hard spaces — type a caret C^) followed by a ^lace in 
the «ai!^g|rtBg(i. / v-^_B-v->;»i^s^ - 




" find a 1^, enter ^Tm like seardi string (ll^cu ^^yalsoa^'^ Que doeoft't count.) 
Raneodier, litaf s ShS»^ and a»T« 

^ tAoiong fat a oomill UyimwaBt 
search field. 

♦ Inportant None of these "caret" search cfiaracters — '^7, '^T, '^<space>, and — will work in the 
replace fiekL If you try to use them ttiere, r 
them. U you find "''^Chapter" and rei^iee tt w^^^^'^iEiSi^^ 
be re[4aced by '"tSection'. 

■ . MdustffiBMl i-'^'---^^-' -•" - — ■ 

The re^ason you shouldn't use Control-T to try to enter a tab in the search string is that Control-T 
is used to indicate that you are searching ft i^ iitlttj|l ^ ^BM@Nl tjiiftiMB i ^ lay :t(i4 

press if you want to enteiMouseT$i|d^^^ .Ti^ ^ 

If you want liofind ail d diaracters in j 
An character will i^jpeai at the cursor. 

UiUike the caret search optii»\s, MouseXext cssa he used buth in ^ |ii^,a^ rgypM^lii^ # 
search. This mak^ it pcseArfe torefiHph^ttC^^ '^H^'^SyBMipl'lt^ 

■ Inverse choriKlers 

If you press Control-'!' a second time, you may search for inverse text. Note that since C)-EUnd 
pinpoints found text by highlightii^lt^r you, it can be rather difficult to be sure when 
AppleWoria'hasfouiui'hli^iUjgltKSli^^ 




There is a new find option that works independently of d -Find. You may type Control-Q to tjuickly 

To l&fd tfte tiiiaifcer again, prassCoittral-W (fiaar^tii^bece U the QuiclanArkr). UnUke d-Find, 
Control-W will even find a marieer alxive]iie4Q^ 
and show you every markffl" 0. 

.Thae^new coQunancl an us^ul is oonfunctkm witti die d-W coOHnand to ^tit the wfuApxfomar 
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Split Window Improvecl : 

The c3-W command no longer has to bisect the scrm*. You may split the saem almost anywhere yoiu 
P:Ciiraor before :yott.-^MSi^^^1 ^|4gffl ii ft jgft%t^«t tttKi«i&iiibaw^fe<aai!wa. 



♦ NolB Hil^ldifc 0i&aa^fmii)f^aw must have at ocie BMe iiiL it. The bottom (active) winctevr 
mist have Ktl^stttii^ lines in it. ^ r , ^ 

^Ut window 5 are now preserved as long as the file is on flie desktop. If you leave a word processor 
document with a spUt screen, the split wiU stU} beiQ pl«qe^b^jmtJ«tuiC(^ window^ 
aienot saved with a ffle. Uf<ms&vea@6vnlhiBfMiiamit^^ 




If you are splitting the window to cemipare two 
mark yoiu' place siiu^^ by ptesai^ Costtn^HQ^ 

Suppose you are preparing a qui?, ,ind have listed the questions at the top and the answers atliM^ 
bottom. You can't tit all the information on the screen at the same time, but you want to be sv^WtB. 

To jump quickly from one part of a file to another, aD you have to do b press Control-Q to mark yonr 

place before you jump. When vou wont to rotLirn to where you left off, just press Control-VV to mdsi^; 
the jump. As long as you keep one Quickmark in both th£parts ttiat you're comparing, you can 
swite^ quickly and e^ly. — "v-^sfSst, . j ^ r- it?;*--" - ^ " 



Of course, you don't want to jump to the same place every time, which is why it's important to be 
able to set maricers quickly, not just find then quickly. (For example, if you had a list of 50 questkjnti 
and answers, it wouldn't be very inoe»iveu«nt toMy^ t^ ppip t{> Svst gu^^i^^eyezy timej i 3 



Load the sample file "Trivia Quiz" from the /IP^ 
at the questions and answers in groups of five. 

1 Mow to llw linB ohir iiwibipi Jl tUw 91* 

2 Press GMrirol^ for (Mdmaric. 

3 Press the ♦ key once. 
The cursor ehfjuld be resting on the 

4 PnMid-Wto^itltwvnndaw 

5 




of <|Xj|£sUqn 7 (Lme 11). - 



Ypu can now compare the questions in the upper window to Ijte oniiM^n'i^ 
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Mtlisiiii^ia Outs REVIEM/ADD/GHAWGE Escaper Hain Menu 

1. To vfhat ^oes the quotation "Say it ain't; so, Jio^l '-<rdiiSpt " 

2. How ofren i« a biweekly nowsp^iper p;jhli?;hed? 

3. How pfift'iY n^en have walked c:i .ii-^ [:■■ lor. '.■ 

4. Where in the Bitoie does ic say "(^ieaniineas ia next to godliness"? 

"Shoeless Joe" Jar'-vscin' s implication in the "Black Sox" basatoec-J;^. 
scandal, when eight Chicago White Sox players were accused of 
acceSftinq bribes deliberately lose the 1919 World Series to 
Cinci n^st t i, A iS(?a 1 1 boy accosted Jackson on his way out of the 
courthouse. The boy did not actually say I'SJW': it aift't so, -Joel % 

i put fatfe&r ask, "It ain't true, is it/ Jo**" ^«ckffi:|n*£, . 

*:-.-i-iYes-, I'm «fr»id it is." i''" ■ •■ ■.■ 

2i' Svetry tv«> w««Ks. l£ it's polished tMic^ a we^, ^"s' ' 7 " ~ '""^ 

3. TW!8iv«j Aidtcin, Armstrong, Bearij (Jernan, Corti^d, Duke, Irwir., 
Micch*!!, Sclwiitt, Gcott, Shepard, and Young. 

4. This is not ip the Slblej. It's tsy MecHodiet founder JeAtn we3l«y, 

5. True. Ttuk Jtit^l^ft^sexJoBg'-^Btijcgi^&j In dia- atue oS'.Missotklv.~e«'^ 

precise-. ■ ■ 



type entry or use <i commands Line 28 Coluirji 1 02/08/94 9; 52 am 

Atljiis stage, you want to ccmtinue to compare questif»i&and atiAteex& fd «by'INl^>y^'VHIl n^mg^.- 
to teistt ihe vuppet wimiaw to siKOw questions 6^19^ : ' y 

6 Press -i 

7 Press ConlTt>l-Q to set onother qukkmark; ' 

8 Pr«»d-AytOI«lumto|hftfoU«|ljBar > ■ r>.:W-,Va?fe!r 

Ajif^Works quiddy fihde quertkn w^wfe you 1^ off. 

10 Press N when asked if you wont to find the next cxxuirence. 

11 IVbss 0-D andlhan RMtffn, 



12 nw»A»4'li«ys«MMiliRmuiiiinilM 
t^^hws CcmlR^ to set anther nK»1cer 

This is so till! I w f can tmd ou r way back to question 11. 

14 l¥essCoiilrol-Wtofindtheiii«1«rw«\»iutf tet 

Y;S Answer N when asked if you want to find the next occurrence. 



1^ Press then press ^ ti«j||i| 

AppteWorks »G(**t!1ft^s 

1 8 Press eigKt times unlit the cursor is on ciuestHMi 1 1 (Line 1 7], 

19 Press 0-W Id fotlHe split Witdo^ 

iN.- 




PtRtK 4" six fini^ 



You may now cpj)r||?are (juesbons 6-10 to answers 6-10. Since only part of answer 10 is shown, 

6. The subtitle is "The Parish Boy's ProgresE". What's the title? 

7. In 1929, "Win one for the Gipper" er.terecl the sfvorcs lexicon. Who 

was tl.e Gipper? " ' 

S. Which o£ the Wright tiroch«ra got to ily in the plane,. Wilbur ot 

10. whafc'i tJ^'wi^dfi^MJt-.-tpii'- i!!:^^ 
S. Oliver Twist. 

7, Notre Dame football player George Gipp. who died of pneumonia tiii 
. December 1920. Before dying, Gipp Lold coach Kniit.e Kockne: 

•Somediiy, when things look real rounh i<^r Notre ]3anj*,. Asii 
to go out :here and win one ftsr the Gipper,- 

8. Orvill«. 

vc||fv '-.^£;*s 'Hita^ bhe najbrtty"'.. (iiietyH%)^: eti the 'Ritsisi<eth' 

,„,i liLnority' . 

:10. l£ you guessed Chicago, then you'^Ke in fp^-* Ift JClii^ltsi- 

sixteenth. Ttie top fiiye are: 

^yi*. ieafciy or M.se cS. ccaiwisn^S; U:a«: 5? epJwmn I 03/.eSI/:?4; 03;s57 



# Spatial mentity tt fim can't remember \i\at Control-Q quickly marics ^oiirplace, and Control-W 
quickly answers die queition "Where is the Quickmark?", tiymg locjlcfatg at tbe upper left comer 
olF your keyboaid and you'll see that's wh«re tiie two new Ccxittol-ctMnmantis are. If you read 
from left to right, Control-Q is the flirt C B niBMt wl TbaitmiStmmaB^eiaKefoahK^iomaSasa 
Quickonark btefore you can find it. 

Ixioking at the layout of the keyboard migr hel^ jmt t& i aa a a n be g ftcaeh^p than 

their alphabetic mnemonics. 

You may find the itew O -F opdoiv Lin^ useful in axinection with the ^Ut window;. 

Finally, you may use split screen tti freeze the top window of a word processor document while in 
Review/ Add/Change mode, then press C3-+ tocaU up the Outlines The bottom window of the 
screoi show Oie Qoffinn but fti^ 

wocdpiooesBCir* 
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Space tabs work the same way as they haw since they were introduced in AppleWorks 3.0, but you 
now use Control-S to enter them. AppleWorks 4 used Omtrol-T for apaee tmk, but i^fteWodts 4 
uses ttuit ixy to allow you to enter Mmnselext and invese duiactcES. 



Stpninside a word ptc>c^<^T docuin«tt|rp(«i8>d-T«dian^ttelib nd«rMidi|{^«iinyyott1| 
m^ice a new cation: "Edit defauUf. 

Tab rvlwr? Modify caxmut CrMttt MM Bciic.lp^#tiE 

^^'h£^^ you create a word processor dtwimCTit, it has certain tab SliMfttB. You c.in easily change thoe 
settings once you've created the Uucument, but if you use the saillitmtings all the time — left tabs 
e\'ery eight or ten spaces, for exm^pit» voslmA ctf e««Ef S^tM-^fPU^ vmtltto Mivc foatstit the tsoiMe 
by cbM^^n^ the dpfaiiit niiK. 

Editing a default ruler uses exactly thp <;,ir!ie commands as creating a new tab ruler or mtKiifying (he 
current one. Once you press Escape to update the default ruler, though, tl will have no effect on the 
decmniait yiQU'ie in. 

The next time you create a word proc^sor <k>cuiiiait, it wSi use the defoull tab setting you've just 
created. 

♦ Ilim MuiM t mkt^i AppleWbrtei wjS al$6]et ymtcraa^ 

Td{> Margins, and Bottom Margins for yommim^ocmotidBeammiB. See tfwSfandasd 
S^&a^ appendix (or more information. 



N«w tab rwi«r commands 

There are ti«o ii«iir cominands wh^ editii% i3itoe9i,3liUKJard and Firat; 

t»st«fC MiRil^t bi.0*6iBiai CtC«At«r IhUn^ »tHem» &tS*mi^t4 FiFintc 

these tv\ o new commands are available w lu-n you choose mi i/ of ^ three tab ruler options: Modify 
olirrent, Ci^ateRlW/Ov Edjt default. (You mkjfit have noticed these commands when examining the 

vdikwd«£kvlt ruler.) 



anonaara iumuuiij 

This option lets you insert your personal default ruler into your document. Press 5 to use it. 

You may edtt ndec Mcxe iHestifig S^csaae to retur» to ^ docwient 
dianged {xiemiAi^eayiikm^ 

m fail 

THs op tion lets you insert into your ddcoflfieiit tfw ruler ti>at has been the sfoitdard since 
AppleWorks 3.0 introduced tnii:' tjhs (that is, a left tab stop cveiy five columns). Just press F to 
use the first ever AppleWorks tab ruler. This CH>ticm will be especially handy whm used wiHi 



Again, you may edit this ruler betorc pressing Escape. 
# I^Qli Since it's possibly to edit tJtie default mter^ Ffast and Standard are no longer lihe same thing 



3D Ai^WgHaSDdtaMaiuiei 



You may have notes or comments in youi word pnxxssar document that do not print by iising 
marker numbers 160 and 161. Any;||^^liMM||^|feiil»be^^ 

<>-w-jS^ a ^MufkAri ISO Conwf iit 

Vkia ttact- mtll 1*0* pciat; to the^ prii^-itj;^-, 
--Set i- itorlsflri :ltl ■?oiMi»rtt,:^^a^'' 

This cwic w^xyUr pi^iBli ;eir'tlw:'iM4^%)^-<- 

# Bug fix Another printer option. Skip lines, used to be visible even when you zoomed out of a 
wad processor document, at which time all printer options are supposed to be hidden. 
AffleWoiis 5 fixes very old A|>^Wato beg. 



itow Printing Options 

Odd and Even pages 

When you Dfcss d-P to pnnt a word processor document you'U notice diat two new options. Odd 

Brlnt from? Beqinning This v-y^e Cursor Pag» to page Odd 3ven 

Kyou select Odd, only the odd numbered pages (1, 3, 5...J your document will be printed. If you 

'*Thte iiS tiSrftt! for printing tm bttth sldes of paper: First print all the odd number nitmbered pages. 
Then turn the cunlimiuui. feed paper around and feed it into the printer again.. . or reload up your 
printer with the single sheets that it's just printed, depending on what type of printer you use and 
how it works. OiKe the paper is loaded into the prints, print all file even numb^ed sheets. Ytttir 
finished document will look like a book, with the even nombeied^iges cn ttie and ttw odd 
numbered pages on the ri^t. 



Mut to the screen 

When you ask Apple Wpxks to print a file, you i$e a iiew' ^tion when you'ire asked where you w^ni ■ 
to prMt; 

liwt* 4» yott want to ^int th» f il*? 
%, lMftg#far)ter XI 

A imtt Ca£CXI) £il« on disk 



This new prpview option will display the document, one screen at a time. It will tell you what page 
you're on (since a page usually takes more than one screen to dis^lf^)iuid when you're at the end of 
a page. If you're pctsykwij^t^Me tiiafs mom Hm a soeen wide^ J^h^oiks vtSEL sIkmv ymi the 

Thb a^oni&paiticalariy meM ]S ym Wantto p«vi«!W youi mail nieig? 4oasti^»^b^(;«e 
them.' 



Because the ImageWriter II printer has a Mouse'I'oxt character stt yoii may print the MouseT^ weSjli' 
entered in word processor documents. No special treatment of the MouseText is required, * iii * ■ 

rating pversete^^ taquire an hiverse textvylU ai]|^p«aqt- 



j 
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Tho S|i^llii^^ChiNEk#r 

If you use TimeOut Thesaurus, you may nolv to have ymuc synonyms Hie cc^ried to • RAM didi 

at the same time your spelling dictionaries .iieQI^jfied. SmJjBmSlmdax^ 

oiafuial lwinoieinfomLationonthisfeatiu^ v . : - - ; -. 

# f&ali A small chan^;e has been ini!ie|9i||il^^dling checko^ippitTnent of l y |i|tip i |ea 
WOi^^ that everything afler the hypheri iS not ignored. For example, if you paf mri jit 
tfie ehdlll the word by-law and verify the spelling of the word, AppleWorks wiU teli you "^liAW' 
is a comet speUii^. In previous versions, AppkWorks would teU you "'BYlktM rnif^ 
speUtng*. 

Anodiei bug fix invoIve& the pathnaote for the ^pellirtg checker. You may now have a pailUMm e 
of iqp to 48 oinvci^Sk 



Outliner 



Outliner brings the power of thought pTOcesajli^^te^^WIVorks It's fully integrated into the wefdE' 
processor. . . only a keystroke away when you ne*(l to organize your thoughts. OutUner is such M 
effective urganizational too) ttiat we tised it to write this manual. It made ttie ta^ much eader, 

alln—fiiw iia jrnwa' »Aawan«gJMi«l— 4al was Cettine disOfKanized jhwI h^iw>mMe. >n">»* i ft i«i n i«B««ttk 
)(^<liil^<l«^ outlines up to six levels deep, and can label than Ifae fetf^^filg fiiliit lo- 



L Dean's Duties 

A. Assislant Dean's Duties 
L INsA Ptofessor's Duties 

a. Professor's Duties 
i. Lecturer's Duties 

1.0 Natian.il laws 
1.1 State laws 

1.1.1 County laws 

1.1.1.1 City by-laws 

1.1.1.1.1 District customs , 
1.1.1.1.1.1 Street smarts 

Yon nay use ASCH trnMovmltext limtmtmmMii^talletcmioiR bixii^ OElinra: acMe at all 

# OiMKm 3Ji iisan Outliner used to be available as a separate padcage for AppleWorks 3.0. 

Whecie the newTOcsawiidiffere from the qSATetasm, m^^Uklt you know with a littfe note like ilm- 



Vou BU^ now load a fik Irom disk and have it come iqpasmoifUMwbeGniBefflaBalijrin 
Y<m oiay ti9v« «|MseM <»ei> floiiQi^thiiiQ^ 



You may ti.^e 5-W ftwqf^Ut windows, just as you may in the word prnt-L^>soi You can evm 
have the top haU «^^ window be thie outline file in edit mode and the bottom half be Uie 
dickamenimoii^bEie 

You may (j^uick-save a file using d-S, bec»:^ tttfOl^lMS isitciwr SSKC^oothly integrated 
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16 gl^ett a to tdi^t 



TuH»|rial< Your lint |M|lliB# 

1 

*Totki^ Wiouid ]>e A good nasw £(» It, btd«igtt^^aA)g»^ 

2 Pk«ssOH>. - 

You'll see the u-ord "OITI fNER" at the top-fiflll^SCMen^inidkl^^ 

first line of the famiii.ir editing window, 

3 TwM "Muit ilo todav* and nmft BiknM. . _ 

~" A appears, ttt oiiffliie inodi^ |«iBS8 i Bj t ftawm tn ei re 
current level 



yen iraeit to start a iie«r tofric at tfifr 




.Hwif Hflpa 

S 

6 Press >A to odd a son, or subtopic, to 'L 
7 

S '^pa w i ajWh iB aha yaii amdl tpd 

Don't pres.s Return! 

9 Pm9 the ♦ inslMd of pr«iiii0 Rtliini. 



If you don't 
if ypu like. 




11 Plriil^#ii)t:< 

12 P*ii**-d*l* 

13 Ptass C!;-T o low timu t« collapse and expand fuidflhis tppit:, 

14 faaw OV or 0^? la »a aM ol iha w il ab fa c wawgndig . 

Experimeit with a few if you like, but don't worry if you can't quite get the hon^irfsofne ctf 
them. Their pwpoK is difficuU t»deiiKaistmtewiQim 

UUpVK £ VTfiVQ llpCIGSBOr 



15 I'hNs d'^ onmybu^rs 

Ypu'U be reioimed to Key^w 

If you like, zoom in to study the markers that the Outliner has left in the file. (Dt>n'f alter th€^, 
your&elJ:! The pattern may seem obvious at firsts but we'll practically guarantee that you're 

HbH '^^rii iflay notice that the Outtitiej mtifies you that it is v/arking J>y prir^ii^ ''Rdtoiipattkig'' 
in the bottom right corner. Reformatting can take a moment if diebuiyin£!%l}Uilie lei 
AppleWorks is just reassuring you that if s still toiling away. 



Terms and definitians 

■ Ibpfc A lc^is ah t^^ jt^&usuiatlyepeliiiK^birt 

Ttiie WfCiBSing Finger Owtiirting convention says that die start of a topic must be capitalized, 
to you. 

A topic is considered "activi" if it Es ndtfitdaa^ 

may be active or inactive. 

■ Qurniint lofHF T^(^centl:(;^ic:i3 theanetl^ iJ^^ 

■ label A label is the letter ornumber designation preceding a topic. Outlines usually start with 
"I," as the label for the first topic (but ypu may customize this). The label is preceded by the "son 

cJii^^ or hota tia^ t!ivi 

^e^MJit IS i^msixmi and "-" if Jt^^aesn^ii 

A. Level 2 
1. Levels 
A, Level 4 
j. Level 5 

0). Level 6 

Level 1 is the highest level topic, since it appears at the top. Level 6 is the lowest level topic. 



^ IhaionAfTras From tfie perspective of Joe Tc^pit^ here's hmvfiieCunS^teiii^^ 
Oiiffinerkxdc 

].lilfaerBmTo|iic 

A. ourinan Joe Topic <- dwatni^topk: 

l, SCM!|oey Topic Jr. 
ii Son Jimmy Topic 
6.;l^r0d^ Dak Topic 

Ytfu should consider entering your own family tree in outline fonn to help you get used to the 
fciBowingeoripepl& ItxeaDirdoesli^ 

■ Foriitr llie£di)»frftf^cuiTent topic is the preceding topic ^ a h^barleveL 

■ Ibicb All iiRd($^ Ai^ybipther of the cui»nt topic's father. 

■ Sm A son <rf the ciiii9it%f^iG any topic ianue^id^ istiitOBii^^ A lqfiec«i'f i|«ve 
indie ttim^som. / 

♦ NHwb or mole? We use the terms "fattier", "uncle", "brother", and "son ". ThispiiM^iles* 
balanoe to ttie jiea^mg MiKmtosh outiiner, AOa, whidi uses female nonienpUtture. . . ^ all 
right. <iitf ft ftife way because tfie d-key mnemonkis *»teie iinflfe tJ^rtv^enl this way, 

■ Son status The topic label is preceded by the "son status" characttf . The character indicates 
wfiedier or not a topk has sons. The demtdf is "a-"^ dm t^ehairsttn^, and itiloeaii'L 

If an outline is fully expanded, it's obvious it a topic lias descendants: 

■<-z. Ficclon 

*Jt» Hystery 

-1. Sol\fe-the-t>ui2le Bcories 
-2, poiiqe proc«tit»iif«la 
'3. Hard-'boilsd. 
-B, Romance 
♦U. Sfcm-f ictioR 
-It. Travel 

-1 . Actors 

-2. Politiciaiw 

-3. Singers 

-C. TEiM crime 



The "son status" tags, on the other handj^jj 
topk is coUapsed and its som are hiddeii: 

it. Fiction 

■r.^^i. -i'::- I. ..!\:frBi Romance ■.. 
- +11. Uon- fiction 

■ ' " -A. Tr-avpl 
..,-:,:!.:... Biograp.".y 
-C. True crime 

You cm easily ^ot that Myst^wd Biography have sons assodated^tyitht^^ - 

(To diange dtp syml^ate fcNf £^ i^tu^ 

M Bodl/liext Bo(fy text istimy^tt^tached to atopic;' It kri 

att^ied, i[ gets moved, deleted, and copied along with the topic. If you're wiiting a pap^^tf 
article, body text would be the actual paragraphs fleshing out the outline. 



When you're finished writing, th^i"! 
^-i*"-, ^ly body text, giving ye^^ 



♦ Oifriine 3.0 users The i^w, OutUner chaiigied some of the commands that Outline 3.0 used. 
IHtePe's a quick refexeiKierdiatt: - - - 



Old Key 



•5-OCptiom) 
O-S(on) 

C5-W(rite body text) 
Esc (re^un to edit) 



Naw 



CA 

<5-A{dd met) 
(5-+ . 



. What Ouliiner will do 

I k iiihtJin 1 ' i i i f^ i -yPM i Jf^^ffi^ -^^ffi iffil i i ifcwf ■ 



Ec^frt body text 
Order/arrai^/SCfft t^«C$ 
Save the file 
VVtait^w split 
Return to Maia Metw 



There are two commands that we always Wttnt to know right away^ ao we'll list those filBjt; hpW'to 
get he^ withou t having to dig for tJie manual^ and how to get back where we started. 



*■ - , ' . !^ ... V . t. 

Ketums ym. to edH teode, crating and ujpc^f£%#e^<^tf^ Wi^ll^i^ 

♦ Outline 3.0 users This command used to be tiscape. Escape now takes you to the 
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Creating topics 




whidt was a better incienioni^ t^ |t 
.^!^Me fiooiinind. 



C-B (odd brother) 

Adds a new brother at the level of the current topic Pressir^ Return does the same thitvg, but 



■ C-U(addunde) 

Ocales m>Hnc|e lor Ae<wrait topic; jua^ns^ back a level wlute adding to the outline. That is, it 
a^U^ate>Oier for llieciiiiaent topic's ^ther. Tim is e^xdeflyfamc^ while firot^creating d new 

to ttie higher leveL __ y; - 

<^-N is used to force a new line {carriage return) within a topic. Pressing Reti|ittil^ add it 
brother topi^ ao th)« cpnunmid nuist M used if you want to oeate ji mi^ti'M^liQ^iiyillto^ 
relying on v^^flreNwrap;-' %. . ,ivvM,„,..,rr/ • ^i--.*-?^<V;v^^ ■; 

This is necessary only for topics. If the cursor is in body text. Return works normall)!^|||if;t C-N is 
■I- notnecfdediR- 



:^ -Return (go to next topic) 

Movesthecuisorto thestortol the next viable b^i^whetha tliecuisor isonatcftkoronbody 
d-G(o to previous topic) 

Moves the cursor back to the previous visible topic and places the cursor on^ ttieillSt line of the 
topic. (The outline is not e;i;panded to show any currently hidden levels.) 

$:i(OoiQfqihef) 

ifoves SteHcinnor to fiiexxBtent lOfiicfs IiSm^. 



Moves the cursor to Oie current topless next htv^Hisr. If ani 
current topic the cursor moves to the next topic higher than 
all descendants gl the cuncnt |opic and mwes to yirhatever 




Orggnixinfl topics 



Shifts the topic left, taking all subtopics with it. This makes your tofric an unde compared to its 
^ original leveL In other woids, it becomes the same levd as ttK lap^ 

' Uras its grandfathernow becomes its father. (Sounds as dwug^ ifs time for a quick dtorus of 
^'m My Own Granpaw!", doesn't it?) The screen often changes appreciably when topics are 
idufted, since the has to be moved past all of its former brothers to get inserted at its new 

I ^^^^ommand and the one following are the two most powerful and useful commands in 

#^'itttopkright;to»fi)' 

Shifts the topic right, taking oil subtopics with it, making it a son compared to its original levei. 

■ dH)(ilila tofMoj 

Deletes bodjrleiftlirtef^ lti4ri^^ 
tofMcataliiiie^ 

Outliner will ' 
deleted witti it 



Copies topics or body text, depending on where the cursor is when you press c5-C. To bring text 
. ftom «nomer file into an outline, copy it to the clipboard and then put the ousor on the deaiifid 



^ W^iPf topics, depending on where the cursor is i 




d-M. 




« AppieWoTis5Ddtml!Aaaiat 



Sorts the current topic's brothers or sons in cUfaer ascending ot deBoaiding Qgdw. Theciunait 
li^)ic is highlighted and you are prompted tD'^iQoMfr'bclwcBn sMlfi^ 'it^lmyiSiHS'Of ions. 

Hie first tine of each i 



jic is used to determine the sort order. Case is ignored ("A" is the same as 



# tt|p iC you tidve a lot of topics t6 mcfve, you can often accomplish this more efftdently by 

"^ilil^'O-O, even if the topics are not in alphabetical order. Put a dummy letter in the front yf 
«^ldklepic and then use the C-O command to arrange a^habeticalLy. Yo>u may then remove 

# Outfine 3.0 users This command used to be C^-A for arrange. 




Juin|>s to a ftlU display of all topics 



the Inlaying of iii^lbs^ ll 




Collapse the entire outline so that only the level 1 topics are vt^Me. The displaying of body text 
innMliBcled. Tlife-coiMnMidlite'ttejapw rffai^iiiptCMiBg 

||''^'^€NTtBpiCcdbpw/«3lpCHK|| 1./.' ■ 

Toggles the display of a topic's descendants, if a topic is currently expanded, d-T will collapse it 
so that ail desc«fM|ailftimltiddeii; if ^ tof^ <3^wm^xpmd it to di^bl^ 




li>»,toplcto 



-C. True criM 



to: 



>ing (5-T to expand it again you will expand it to its previous ! 
wiHtiiot be expanded. Compare this to the d-V command that follows* 



Allows you to view all descendants of a topic. For example if only 

♦11. Non-riction 

is vis&te fflod you|iien to eqp^niitfie toj^jfoii wfiliee: 

♦II. M(»n-£ictioii 
-A. Tr«vel 

-Z. ii»litLcian» 
■3. Sino«rB 

-c. Trw criM 

■ c)-Z(oointolm«li| 

ZtHims the entire outline to a specified topic level from 1 through 6- The current topic level is 
highlighted to make yous dedakm easier. If you selected "3", aU topics levds 1, Z and 3 would 
be displayed, w)ute aHiopi(3il les^:4 ThelB^of body text is 

unamcled by^MscommKid. 



d-l is used to write body text for a topic, if body text exists, it is displayed and Uie cursor is 
placed on the first character. U iuhr* t xists, the body text mariser i»«k|BdaEadttieeiiisivis 
pliMQed 0n a blank luae- Qody text can be 1^ 

# Outline 3.0 users This command used to be Inform.itinn, which provided some unexciting 
infcHmation atKnit the outline, b was so unexdtirig that there is no Icnger an equivalent 
comutandln the A p f a^ il te itoS Ontfiner. 

■ : -Rleveol all body tei^ 

Reveals all bod^ fe^ct wiU>in an outiine. The «tly bodv text that will notbe di»iteyed is text 
«S9(i#ited wfiic^lnHl»|te topic. TodxmMmicllu\e\y all body texivpsresrSf b^bteiMtssbag 
tS'R. 

■ GoiintMl lAfoai bcdbt ind 

Hides all body text within an outline^ 

■ 0*' ^h^/fmpmi bod^ laxi) 

Toggles thedisplay of the CKrrmf topic's body text only. tf body' li6i£tiS'«fefiite*<i^' l(riUWde^i^ 
the body text is already hidden, 0- will make it visible. 

To force the disfday body text regardless trf the cunoit slahis» ttsc tt^ wSl altways 
display body t«c^ aiidifiiaiieCMi^ 
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Lrts you modify the labels used the mUtStiMkWj^ It dispkysa'nima witt ttelcAM 

1. Harvard: I, A, 1, a., t 

2. l««al: 1.0, ^.1. l.it^^i 

4. Iton* - 

9. ettfitoni h. L, i, o, (iil. (il 

"Affect-: 

T-b modify the Svmbnl characters, press '^-Retum when selecting "Symbol". You may thot enteF 
dtt six characters which will be used to label levels 1 though 6. Press Control-! to use 
MouseText for these symbols. %anbdsdonot iiKicniatt;arai^i^^ 

If you press d-Retum with "Custom" highlighted, youll be prompt^ to chcwse the level vou 
wish to change. The current sty le will be displayed for each level. Highlight the desired level 
and piessReincn. You^ ttien Iks peoiiipCid to cudomi one of clevcnjpctSBflw slyli^ fix^tliBt leveL 

m (opfkMis) 

# Qirtlm0 3.0 iM«n llti$ coimiumdusedtpbeO'0, whicfa wasab^ 



^\ 1^ you dhsi^ semal oulUner of>tkifi& 



ittSmeeitimtt 






1. 


Level 1 


7 




2. 


Level 2 


13 




3. 


Level 3 


19 




4. 


Level 4 


2S 






L«v*a s 


» 


















9. 


Indent body cext 




9. 


Son status 


on screen 


Yes 


10 . 


Son status 






11. 


No sons 






*K 















Cation 7 allows you to change the spaces betweei Ae kb^ and Ihe start ol a topic's text. 
ImlentalitHi controb where topic itself star^ so increasiiig Ons settii^ wtU move the label 
forlher lei^ttidtvill not chai^whoe the t(^»c text starts on ^8^^ If you add too many 
wpmm.jwt'Ulamit* «d|ust jmw indenlatioti. 

Oiap|«2:Wio*dPiuoeMar 43 



Option 8 determines whether body text will indent to the level of its topic, or whether it will |^ 
lin^ up with the fii$t tK^ic 

Option 9 die termdl BB t iflieftier a topic's ton dahis is displayed on acreen. Ifitissetto'yes'.llisi 
tiie.s|na|)^%N|^^a^ "no''., 

Opifdintf tl'aritf'g di teiii i l i ie ayiiiwiii. i»titigh fadic^ if a loBic has sons ornoL You may me 

any text character, or press ^ and a koy to 'Specify MouMTect avUWSten^ Yeacancven print 
these characters if you have an ImageWrlter 11 printer. 

♦ Note Certain MotiseText characters are not available here, such as the reversed chtH:kmaric 
associated witti E. You should not press C^-E, <i;-H, "i-Q, j-S, and (5-X when entering 
MoLisf I t xt here becau^ AppleWorks needs those cominands to switch from the insert to the 
over&trike cui$oi;fJ<>09<^^a hard copj^^^^i^dy switeh desktop files, to quickly save the 
oulline^iEfpir^&ii^iii^iiifine air^ option ttiatplao» a restriction on 

^tion 13 is a very handy feature of Outliner. It will remove the entire oudine from your 
&ii(idied file, takinyg all mark^ and topics, and leavii|g only body text. This is especially handy 
i^hen using the o^^jeeiar to w#i|e t^te^ p^per^ artide. a backup file \sdth the outline 

Iplp^liillii^^p^l^^ ■• " ' 

# Vtarniag This option will vonove ihehes^Ungs ftom your document If yoti iwit the reader 

to see some of your heading {usually the main headings), you shouid print a copy of flw 
oudine the cliptxiard, or type a secx>nd copy of the headings as body text. 



Other commancls 

Rnds tpxt in the outline. If the text isn't currently vyM&OutlinerwiBitcKvaite^ 
20om in a few ievels to make the match visible. 

■ 

d-P Is used to print Ote outline to a printer or to the word processor clipboard. MoletfMi <M4lil^ 
you Me ispretfy much what you eet.. . that is^ if you have the outUive zoomed to level % flben <iif 
& m^ t vM'pmk^^^^^^ ho^ l0^ «l^i^|fien tiie ouUine will print complete with body 
ftsxt; if you hfn«body li^dhlddten, tisi^v^mi^^iigmf yihm - 



There tire a few limitations when |>tteifil^;^^6ia^ the Outliner, since the print option is only meant 
to be a handy wa^f to print draift 0q|HU> Mid^^ acid £^anat s^tii|g9 in the iUe ate ignored. 

If ymi press ^:-R^t:wxl vtrhensdee^llg^ij 
tab characbus^jfi^ lOtil^pui 



lof 

.1 -i^'^sl^A^-^ 



m <!(-W(tndow split) 



Behaves jmt as the sp! it window in edit mode does. No^ that y<i»» n^y an m^Sirte dSs^Iaiy 
in aw to© vi1nckwir,liiatipi^ d-+ to return to edit mpdteu Vou may tt^ edk libe^t^ 
ootUne oisplay to ^licte ;^m. 



A 0e "tag^ fe p^ted tp store all of the label and formatting information at the end of the word 
proc^^ordociul^enl:. Tags, or markers, are used only in AppleWorks 3-0 and later. Therefore all 
ml be Ui^yaEEid the duHtne will be destroyed/ iif you load the file into AppleWorks 24 and save it, 
(Oix ihitmm^m^t if you awrtm^fea^"^iipi^ 

IhfrSrtMiSitoBrwtidiiis^*^ Some markers have preset values, foi! 



The other markers from 192 to 255 vary depending on lltf iCilBPent topic level, whether the topic has 
$Oi)su i^i^iettur Oi^ tppfe i^ iKittve (visible^ or wUeili^ 9ie ^^cw^ l$He ttsdt^^of Ihis^l^^ 




♦ Warning Dtm't try to add these manually, unless you're brave and hayeit I(Sa$>t one backup. IjF 
you're working with an existir^ outline in the word pi©ceseor's RevHir«<r/j^^ 



Body text is the text that is associated with a topic. Tliere is lip^^aiiiit (bfiie^ 
tirru^) on tl:ue amdim^ 

Body text is alw.Vvs preceded by a number 21S or 247 marker. If you exit the outiiner and /00m in, 
you'll see the marker. The body text ends at the next marker greater than 192. We suggest entering 
ttii^btilktif body te^ fGtm0^t&c tstaxMixiiiedifi^ 

iieving iiMicraif €^«iiow 

Sometimes an outline needs to be rearranged substantially. It can be rather teditnis to use the 0-M 
command numerous times. It's worth rcp«4(iB|f liiitilt%ai|5^d trick to put a dummy lett^SMlte 
Q^eactilppic^i^ then use the 0-Q coiivffi^iivd to adti^^ You may dws^ifeifi^ijeve 



If you want to create a List in point form^ change the "got sons" marker tp a sspace and 4dtiii^~il^' 
label format to ''None/' Yott'U end witJ> sopiethi^ 

' -m'b^iiint "I- 

-Rsihpoint. 2 
-stJbpoinL 3 

SecoM Main Point 

m^MBm^ 

PisJiiJig tolfroitt xAipboard adds it t& the cuwentiopic as body fee«t, m^ess feeisesft slaits wfih flip 

appropriate topic marker. In order to convert your existing text to topics instead of body text, ent^, , 
Outliner and create an outline with some dummy topics. Then exit to the Review /Add/Change ..l, 
mode of thigiiiri^^ zoom in to see the markers, and paste the desired text in 4\e ri^^t'Sj^^^i 
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Chapter 3 

Hatti 




Eiiteriiig and Ediliiig Data 

filtering numeric values 

lnt]« data base will now display the currency symbo!, the thousands separator, and the decimal point 
as Y&a have entered them in Standani Settings. (See the Standard Setting appendix for details.) This 



1!he 4^ base wlil ^Isp j^^Vti^^^Eese k^s when: ] 



123, 456 
123.456 



3^3.456 



i. Suppose yoii liay^ <a3^^ 



123,4560 
X23. ■4 56,0000 



Entering data with the Tab icey 

VVhefyrauare <imtering leKt that you are fiinaushiie^ 

i^. 1M %«^'vetyl^ nutftip^e eecord Jayput^ sin<% pressii^ tab fimt 
Will jiunp |he r^t^^^ tie ri^^^ 

If you already have the cursor moving right when you press KetUin/ you may want fdf < 
diiectipn to down (the stand^rdl) and M$e toj^^ 



MeiiseText and inverse text 

MouseText and inverse text may be cnttered into data ba^e fik^s just as easily as tbuy tire entered into 
word processor documents. You may have MouseText in your category names as well as having 



Press Controi-1 and you sliould see a ll appear in the lower right comer of your screen. This means 
that ii^u tHa]if| i)^^^}^^ 



f1^e3»Citttml^Tl and the tfi shbuidl be replaced by an jmrerse I thil means 

mode is on. You may type inverse text directly into the category. l"*M8|D^itBd4^ a fl^^ 
the Inverse 1 will disappear. You are back to normal text mode. 

Mipus^Teid ^ ifwerse te}d entiy works in O-Fjnds tpp, ■ 

♦ Note If you've created <i j;]osSiir\' for your word processor document that uses the fil|!i^)y»fSftis6dH6a'[ 
trigger 0-commands in the word processor, you must change the & character to the C5 dianMStE^^v 

Because AppleWorks had to be changed stightly toa)jh;)tiV)|||( 
AppteWorVs 4 data base files must be re-entered. ' ' ' 

inverse t Control-N 
inveRse I Gtmlred-T 

las«rt monls «! Aa4 of 

'^^^jl^-;y^U press O-I to insert records, they are usually inserted above the current record. To haVjg 
iil^ijfevv records created at the end of the file^ type the number of records to insert cUjud prfj^ 



iirtegoiy lyiM il #pM«im 

If you press O-O and select "Set prettjrences", you'll see a new option: 

11. Stop on impoE L errors Ycg 

Set this option to Yes to Mv6 ^^ncntr dttti^i batse^^ behave as th|]j^,di(ya j^^kWorks 4. 
mm^ m^MM aiternp K) IdniiiE^ le^ a blank category, is diiide^^Mit bnporting i 

Self llii&^|3l<^tG^^ i^^^^ AppleWorks will skip over the cate^iy vdOt Oie e^^ 

and^ iimfl^l^^^ Thi$iii^£ax^A!Ou'llbe a^le te^xeoUculate ut enttie^ IBle1^||^ 

pressing <3-iiC once. You won't Jiave to recalculate eacfi record or rang^ of records separately. 

4^ fii^ Bx The cursor now moves to the rxexl cab^ory after an automatLcally recalculatir^ cat^l^li 
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linprwvMl single wm^nw4 Iw^iit 

As soon as you press <^i-L to enter layout ntode of single record layout, you'll notice that you may 
now gel a layout from a rtcord format, just as you can in multiple record layout. This two-way 
jaortability means that you can store your single ncord Myouts ds re(>ort foimats^ have as 



New ^-L commands 



poiie new Cf^tions lisv^l^e^ added to the layout of sif^le tecord mode. A$ soon m pax &^^ 



fts.turn or arrows' 
a an6 arrows 



HQvfs cursor \ 
Kave category locatiori 
E?ackij.rr>ijnd edit 
chaii-je nurabei- of columns 

tneert :si^;4ei<i>**^'-c^t^^^ijr^ 



Ti\^4svatmw cations iMaw yoxktttd^ 

a'mglc record layout (just as you can kt 0tM3%te t^odtrd Uy<m^^ axvd to use <»* Hdst iSE^sgqry 



Background mode You mjiy now have background text in single record layout^: 
idea of tho possibilities, load the "BackgroundText" file from the Sample Files disk. 



♦ Hn^ Baeikigiffi'iittid ce«t i$ s*nLy ufed in sii^j 




Ctrl-T Toggle MoueeText mods 
OtT Toggle Inverse «scie 



Delete line 
It^ert line- 



1^S|bffla yew edit mode, eategories and the date they contain are not visible. 

tact you type here will be displayed in each record, unless a categoiy name^ or the data in a ' " 
category, overprint it. Categories and data have priority over background tefxt. 

VQ:U nia3( vyi&b.tp begin by typir^g temporary bac^mund text to represent the category mmes as 

df!i>ieirr lii layout mode, *H(iE;'^iw-i^p you tfti^^ treating bac%roatsd text that 'Mfptli^ 
overwritten. Since thi^s citrisoie dbe^ change position as you mci\^c fram Livout modle t6 
background mode, this can hi6^g^J^^ to type category names in background mode. 



Back^roLiiiil edit irtOcfe allows you type normal text, inx ersr text, and MousiT^Efe Press , ; 
Control-T to turn MouseText entry ini!»^maitd off. Press ' -T to toggle inverse mode on iiX^~ 
^ (Note that both mod^ cannot be^#SMiiU$ne!B»isly. There m m such thui^g a$ inyetse 
liilbuseText.) 

O-D and will delete and insert lines of background text. This can be handy for moving a 
MouseText box, for example. Note that (i4> and C3-I here affect only the background text; they 
doa't have any effect on how the categortes aie laid cntt. Vou won't4«nAgie,1^ fOMI^^J^^ with 
d-D Of &-t Vmi may also o$e 0-Y to ddete text brnti liie cursor poflMn^fiitlj^pl^rg^ as 
you can etsewhefe ^)]>leWofks. 



♦ SuflCMi d M Yoit eooU use badcgroim(rte«m^l«M Im^^ data base. 

MouseText can be iwed to good effect to highlight a particular category by drawing a box 
ODund the category. Data base files that have just a few categories can look sparse; 
background text can he^ to fonnat layottt iiK»e 

Inserlmg and deleting ccriegorias f!S^/(3■IJ} You may now specify which ca tegories you wish to 
appear in single record layout, just as you may in muliipU' rn orJ layout. Press ' -D to delete or 
hide a category from view ^poiarily. You iiuiy t^^an an invisible category at any time by 
p«la|jiiQrd4 (tor Insert). You may sa^ I^b^|N^4M^^^jI^§^ ttifm pa^ 197 of 

If you add categories to a data base file after creating it, you'll find dutttiitlh^ citegories don't 
appear in the ^ig|e record layout Use C-l t&ffl|ertjyhmite4p IlieiayoiU. "ttm may sort data base 
files on hidden categories, and evm select iai^ ^lSiiS3^MWS0 i aiW ti 0^ thougji 
tti^tenotdispb^ed. 



tlw ootogory ticiiwai (d-U) You may now cho^p:yilielliaror not todtapi^^egory names in 
singk' rcxnrd l.iyout Pressing a4/w£ftliog|^f^^llEl^^ 

of the dat.i (.IS IS normal). ^ _ _ 1 

If cat^ory names are not displayed, the diata for that category will be displayed starting in the 
position occupied by the Brst duiracter in ti>e name of the categpiy . Hiat is to say, if the cate^iy 
name started at the first column of the screervJ^li^^l^^liigiSHy names mltfm for 
that category will begin in the first column. ^ ' 




Mixed 



Whf n in single record layout you may use C5-M to display the new mixed mode, which displays 
ind i \' id ua 1 roco rd s on the left side of me scre<3:i while displaying an aN>ieyiated multiple record list 
on the right. The multip%^l||^q^Bp|^$ji#|^Jp^^ 
when you pressed d-M, ' . 
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St: a tie; .-^^ie: 

OfCiciiii Mickiidmu: li iuwi;^ State 
Population: 2,425,000 
^cal Ar«ft: 82,364 

Principal InduatrLt^s: A«ri;;ulcure, meichiitery-j MniiQ 

Agrlculeural Crops: Wneac, sorghum, corn 

State Hotto: To r s-ars ^Jlyi)jigat/.4i£f iciJltcieS 

Flower: Ita: 'ju:; : Ijver 

Bird: Western Msj i' wi a; k 

Tree: Cottonwood 

Song: Home uii Lht> Hanqe 

¥«ar Entered Union: IMi 

■fmrnotxa F«opX«: AMI la Esrhu-t, John etrprnt^ i^ibiXjt^ V 




i Cottonwood 

I sug^r Hapie 

I 51ngl«-l^l. fljlgg:^ 

I eottonwbchi"-' 

I Colorado &iu» ^tvi^' 

I Mviderosa Pins 

I BlacK Hi 1 i s Spruce 

I Western H«ir.loc:< 

I VAii:.e Picie 

I Cottonwood 

I 

I Poloverda 

I Pinon 



fri tfw example above, we pressed d4rf vilktti^j:tnsdr iRUte Ti\«" catei 
"Sting" category, then ihesaif^Hngtl' - , 
category. 



U we had dtose^ the 



As you press *t*, d-*, askd to niove through thedlN^^ the right the Individ 
left is updated so that ymi may view (aliiust)fheh^«eiiil^^ Whenymi^i^^lf^ 
veeonl 3nHi're looiung for, just pve^ £$cj^> Ytm wfflhe n^tsned to sing^ record Ulj " ' 




The mixed mode Ust shows iitf i«wds, but it does so witiiout destroyif^ yoitt 
parameters Once you choose a record, then if the sdection or find rules appW, these rules stey 
acti\ f. It the rules do not apply to the ceccnd you've ctntsen, tfie selection or raid rules are cancelled. 

lip Vn^en the mixed mode IbtM^ediile, type any m 

ttiat record Aunbef. Th^shoiif^^liitocdy w<^^iii^|ig^ttHi'1^^ ^ 



Searching and SerHng 

PImliiig lilmM*T«xt and invwM tojcl 



Fuiding MouseText and inverse text Ubit you havetnilaed ftttllttieiSOtd Is veiy .alin|^ Just 
tmtmmee the keys you used to mtratiiis spedrf lte^lirjliie fest place. 

After you press <i'V and select one of the "Anywhere", In one adxtgary^, or "Sorted data" options, 
youll be asked fcir mmp.irison informfttion. Type Control-T one time to enter MouseText. [At 
character will appeisr in tlie lower right comer.) Type Contnol-T a second time to enter inverse text 

After you pre»Rettm^ AppkWmlswflt^Biir^^ tt^lienaeTtext or inverse 

text that you entered. If s as ^mfde as ftifif^^ • - 



(database 

files. 

Once you e inst.illi-d TimtOut and the appropriate utility, make sure you jre in the dMa base file 
you want tu change, then press c-Escape to bring up tiie TuneOvt menu. Choose the "DB Replace" 
il«n. (If you are not in a data base fl]e, D6 Rtef^ n^l^^ <^^1lpp|Nw^mat be open'.) 

PB Replace will ank you if you want to r^jgej^jiatd anywhere in iimSllgmxjml in a single category. 
If you choose "In one categm^, yKxf1t:9^0^t ^ lsi m0 ^a^^ ^ of the screen. 

_U^=^pap^..J|^ to dwoae a category.™ , ■ 

♦ lip You may also dwose a category by its ntaxilMBf tf 

Once you've made your tdK^ G& R^ltooe witt a$4^Qf^^ you 

^ find and d a fa t e Y(m'Ctiir'<b)i([ftB^4&^!l^iiBtl@^ : ;\vv:jr;'::v'' 

Ai^yiiu've entered the text to search for and the text to replace, youH h^k tdikiid W f&a want to 
tei^aefe-theoccurronco-^ ono .il a. time, or all at the same time. If you choose tn replace all occurrences, 
ilae psea^ is over. Once it replaces all occurrences, DB Replace will return you to AppleWorks 5. 

If you choose to replace occurrences one a time, DB Replace will show you each record that contains 
the search string, and display the category containing the string at the bottom Of ttie screen. 



♦ Drfferefit disployt If you are in single record layput^ you wiJJ set; the entire record cuntaining the 
search string. If you are mt||gp^g^|^i|jMiiie^^ 



time DB Replace finds the search string, it ViH^||^you if you want to repl.ice this ( 
it will aj>k you if you want to find the next o^ltbHice. (Of course, if you've chosra li^j 

Onice tlie process h &lished, AppIeWodcs will resume nonnal ofeeniism. You may press Escape at 



4^ 1^ You may use DC Replace if you have any word processor 




in AppleWorks 3.0 and earlier, you were luniled to30 data base categories. This also meant flMft all^^ 
categcmes could be dispUyed miims^ limiymsaM 
category by niunben 



OfEiciai Nick.Tan« 
" «.^T»£3l« Area 

t. ItBitoiltural 

t . State HoUQ 

9 . Flower ' 

9. Bird 

18 . Tree 

XI. . Sons 

13. VMr 



tn AppleWorks 5 and AppleWorks 4, the numbered lists are gone, Thisisii^oigiiiSfJ 
a scrolling list of up in nj categories on the right side of the screen: 



f Official Nicknam ' ' ' 

1 flowed it - xmt): " 

I Bird ' 

t Tree 

i Song 



However, with AppleWorks 5, you may once a^m^ect a tecra^l^pQuinber. In the example above, 
typing "Itr wo^ ieii*i^^*''firee" cateR^ 

AppleWorks 5 does not display the number beside the category. IffMatviU have to remenibCVftlf^^E^ 
4^ lip WlKiwtwrymifKeaLScratfingU^ 




liiat coMains dates, you will see two new I 



1, From A tOvaS 

2. From Z t^^ftT-t 

6. Reversed chronological 

7 , at3Ftftda.y order 
jpp^if^ljf^lKl iiilrtiiday order 



^^^leee new qottons-ig^Kwe the year in the date category and gives you a 1 



FaLruSy 

Joanna 

li«acher 

SxiXa 

Michael 

Millie 

Matthew 



Date at birth 

26 Au5 1960 
26 Sep I960 
II *tir 1985 
21 F^b 1987 
7 Apr 1991 
25 Apr 1994 



Dace of birth 




Joanna 



21 ^3 1987 
1 Apr 1991 

11 Apr 19S5 
25 Apr 1994 

25 Apr 1994 
■go Aug 19 60 

26 Sep 19 SO 



A categoiy sorted on mrer^ birthday order would, 
oxdec. The "26 Sej?" bisaiday would be first in flie lis*; 8*^^ 



Ay, have the list above but in reverse 
tl^" Wrthday wouMbelas*. 



There is a minor dxaii|^ in changing record setection witlun a report format. When you make yotur 

This is similar to the record seieetiarvmenii iii Re vie vv/ Add /Change mode, Init since y-Ofuare^Jheeaj^y' 
in a report, this menu is mibsing^ftfce^ilhird option/'Get trom report". - , . ? ^ 

Creating a Table Report 

Ttm^ is skmwprin^ option ka^lerepoiM 

Every tal^ re|>c»rtc«nl^e aft^xjt^h^der at top of each^M^e. If this c^Odn laf^^t]!,'l%eni 
will start printing immediately after the report header. (This is how ea^]i^.v^s|dil&c^ AppieWcHrls 
work.) You may have up to 60 blank lines after the report header. > " '■^ , * 

Creating a Label Report ^'^'^r^>^^^^''^' 

**B pdit tlie bacJcground text 1 1--' -'^•'^'J'- \ _ 



... i:^^.. 3r . _■. .(Sk^ 

jfust ns it IS possible to have backgronnd tt'xt with single record layout, it is possible tohaD^^ *, 'Mi'. II ,} 
badcgroimd text with label reports i h ii background text wiU prial to tbej^i^r. {An Ic^^Wri^ 
nisjequired to print backgrwmd MouseIejtt,i._. .-; ^ , a.ii '-h. .- /^..r " :<il, j 

Press :>-B to eilit the back^mimd text. The command kevs are exactly the same ii<; for editing 
background text m smgle record layout: i-D and (5-1 wUi delete and insert hnes oi background text 
d-Y will delete textftom flie cursor positicwil&jateri^j^aa^ / 
and d-T toggles inveise mode. r -r , - 

iit'iAfl'LTi'... N» V-:r -^ ■ . - A:; ■ //■ - ■ ::. 1 ■ ■ ^- :..v f I 

:l|«e. category mames vw-^vf^^ f^r" - 

li^ether or not category names are used affects only the display to the screen. When the report is ■ 
PriRted, the category name is normally not printed. U you have chosen to display the catc^rj^ name 
fty pces^iK^ 0-V), then it be 4^>kyedj^ regardless «f4*d#'di^4jse toggle is set.' ^ * v 



Data Base Pictoms 



The data base has a new d-B ccHnmaivd that allows you to view single hi~ies, double hi^es. Print 
Shof>, Niw F^M awp^ and FmA SItap BCS images. Print Shop graphics can be di^layed iig|it in ttafr 
data h.\^, alongside a recopf gecotd hifm^ "B^ gaiffeg wM jggepr to ^ ti^^^lftft 

comer of the screen. _ - — 

♦ Print Shop fofimti Only (raditionnlly sized New Print Shop and Print Shop lIGS images are 
supported. Some of the new ^r.iiihir<; for Print Shop are the same size as the oid traditional size, 

Tlius.0 filt-s are S blocks if they Ye Print Shqp:IB^,:Wd)r " " 
^aphics. Other $izes are not suppurted. 

Print Shop TIGS images wUI display correctiv on a !ie cscl|c^,,i 
use color, they will always display in monoctirome. 

To use c3-B, you must move to the category containing the picture's name and press C>-B. 
AppleWcHrks will look for the picture in the direclmf Smt the (btta base file was saved to (and not Jfa& 

active directon,-). If AppieWj^j^MtrtJwdypi^iH&wtffe^ 

categOF)', it will tell you so. 

♦ Trivia? If you Kivc just created a new 
.stLindard data di.sk or pathname. 



Move up a record (and display the previous pichire, if i 
Move down a record (and display the next picture, if < 
Show {he picture in inverse 
dMC C9py the inukge to Hxb clipboard 

Esi^pe or Return RiBhun to Review/ Add/Qmnge 




3 Press j-Z to zoom in to single record byoul. 

The fiufSOE jslK»|ld be on PS.ABE. 

f{iH(^eii>]lll»it rigMMt»iid corner of your screen. 

5 Pre»$ the 4' key to see another president. 

6 Prats 1^ ^ kiy again to see a M$ins|lehi*f»9ra|»^ 
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It Pinss Hw kay one lost time to see a full doubte hi-res graphic screen. 



♦ Do not odjutt your ««l All Print 9i(^inwtge» will alwajrsdis^^ 
display double hi-i«s linages in inraTOchnm^e unless spedfic^ 

S Press Escape of Return ha refym to the noftnal dafo base screen. 

Cdtogories and filenaniM ^7 """•:r-::' v''^ 

'■^-D only looks al the catcj;orv it is in, and not ot any of the other catepnric*;. If you move the cursor to 
a category containing only the number 1 and press w-B, AppleWorks will dutifully try to load the tile 
liiiaii^^l?^ t^^rOI ha^ of ix»ii9C^^i»ftat«i!ilitf^fl^^ 

tf the category contains just a filename, ()>B will use tite pathname from which the data base ffle was 

loaded. If a full pathname is specified in the categors', that will be used instead. A full path^p#.': . 
must begin with "/" and the volume name of the disk w hvrc the files resides. For example, " 
*/HD/WCS/UNCLE.SAM " is a full pathnamt% whereas "UNCLESAM" is simply a filename. The 
advantage <tfii9iilgiMU^ oae d»J^}^tmMltJDi^ i»i)t»in p^^l^^^^ 

/imline. 

confused if other categories seem tu liuld valid paUuuunes. The other categories don't affect 



may add ",i" to the end of the name to invert the image, changing all white pixels to black and 




)/PirCS/ PENGUIN, I 
ll^u can accomplish the same thing by pressing Space while viewing a pictiK^ 



Cj-Bsets the HCP to monitchrome mode to ma|;^{fta|ck .md white doubU- hi-rcs pictiirt'^. look better. 
However, you niay want to view color doubtetfeiK pictures created by a program such as Dazzle 



i HD/ PICS/ BUTTERFLY, C 



Vl^iiii^ llM clipboard 

ChB supports the graphics clipboard used by TimeOut Paint and Graph. To view the cuira^ ^ 
dif4)oaid, oiler the text 'gia^iii^^^i^^ 



copying to fflio clipbooiH 



To cc^y the current double hi-res scroen image to the clmboard, press 0-C. A bekf 
hKUad!^Jl^«xee»f^ You iTuiylfi^tt» Ttine(>it Paint to load tihfii ^ 

# Imporhint TimtOut Fkdnft and the graphics cUpboard support double hH»picbire& only. UAe 
dipboard contains a non-ck>ubte hi-r^ image, Ci-C will cause a beep and die cc^y will not occur, 
the d^tboanl must be empty or contain a donbte hi-ies picture for <:;^-C to vfotk. Ycni tiaii't juse 



ti-B can be used as a handy graphics librarian, making it easy to scan a dislc full of graphics. You may 
use File Librarian from TinwOut Di'ikToo!> JV to read in a dirtttory which i.m then bo \'ievvLxi with 
d-B. You may useTimeOut Patnt to type samplers of 1 imeOut Supeifonts so that you could easily 
display a font firom widiin AppleWorks. 

YMtetkO^Cf^e digitized picMti^illil your gmealogy files, or to show pictures of parts akKi^i4e 4ata 



of significant sites. 



Ckapter 4 

Spreadsheet 

Biiilding a WorlaiM«t 

■urafiMii cvrrmicy 

The spreadsheet will now dispLiy the currency symbol, the thousands separator, and the 
decimal point as you have entered them in Standard Settirigs- (See th^j|||gi|^^^(^|pbl||S 
appendix for details ) This applies to values ptjiy^ and nc^J^ i^*^?^ -Jji- ^nii^"^ -^TJii'] 

Yoii must still use the .mil "." krvs, rL-spectivelv, when entering data into the 

spreadsheet, (As the spreadsheet ruutitiely ignores tlie mfry ot "V and this shouldn't 
present much of a hardship, Just type the i\umbers without "$" or "" and Ap^eWoxkiSj Ivt^ 
automatically include the appiorpiate currency symbol at\d thousands separator.) 

♦ Eltamplc If you have changed the decimal indicator hom "." to then to enter aft 
approximation of e, you should type "2.71828". This will display on your screen as 



€•11 nMias 



^^leWorks now supports cell memos, also known as cell notes, of up to 126 characters. These 
iue rooUndeis or comments ttiat canlie^^ttadied lo a cell. 

You might use a cell memo if you are calculating expenses for a business trip Suppose you 

suddetily remember that your tr.ivel expenses are incomplete because % du have not yet received 
your credit card bill. You may quickly jot yourself a reminder that the travel figure is 
BK»Biptele and return to your cakulatiofis wfiii^ in t ettJ^U l i gyour trate cif tticitlgKk 

You might use a ceil memo to note aU formulas that refer to another spreadsheet... titat is^ to 
'i^l^:;^^!^!!!!!)^ that make use of AppleWorks' 3-D feature. 

A cell memo is usually attached to its cell. For example, if you d-lnsert rows or cdlumns, a 
ijfijiiino will not be separated from its cell. The same holds tn)e for d-Moving rows, columns, and 
blocks, whether within a spreadsheet or to the clipboard. o-Copying does not carry memos 
with ii Ihis ifvaHmi^i^, since of cour^^^iSciigiiiQl ^atp^ flie orig^Ui 

of the cells, l^'^::^i<Jf£v,^ . s 



C%a^4$iM9dUeet m 



To create a cell menici^ metmM &:^\ Otat has contents (y«i|(^ |Dnnula, or label) and press 

CW* '■' 'W '^j^' ■^t'i'^.' 

" # NoH If AppleWorks just beeps vtjtim jQu pxess <J-G, it may be btcmmfou're trying to 
jidd a memo to a blutk oeU. Aoefli»ust<%nbiin »Wlliii|gfaejliH« y^ 

■•- Wit. ' J J 

Anothei possibility if _tha|yq^Vtf nm gu^^^^ memos in that row. You are . 

limited to ^ oeB aaei^lii^^tt^^SiMi ^^P^im^tawe many memos as you like it 
aabi^ooltiiiiiL) 

As soon as you press ^-C, you should see a m«no box appear in the corner af the screen. 
Which comer of the scre^ ^ memo box aypggjs to dw^nda am which quadrant of the 
soeen tfte cril is. tf youlre wiping a memo fi^'^ Al, flioi memo box will appear in the 
lower right comer of the screen. In order to keep out of tb» %i|W of ihe cell you're edilii^ 
and its neighbors, the memo box appears in the comer diai^ony^ c^pposile. 




bipifi^lP dianK»ef» udde ami 7 fows d|«$p and can lioid up to 12$ diaraci«^ 



You may enter text in the memo box by using file usual a^phaRumerie and punctuation keys. 
Press Retum at the end of the line if you like. (Don't wony, this wilt not signal the end of 
the memo, bnagine you're in a miniature word processOT.) Or just carrying on typti^g p<tbl 
ttie adl ol tfie Une aiHl it idU wiiq» iMKdc to a« in^^ 

You may ttse tfie arrow 1^ lo abatfi^iiteiMi»lweK. ftaA ^,ot to move to dte 
li eg ft wi i i^ and end id the Ibie, press m 6-4^ to move idt or i^st a wtwd at a tietie 

TUtrn to ctetele ttie oitire ineinD. (You will be prompted first: Tldete this memo? No 
Y«i^.| Ffeess ^Y to delete a Urn froiaiL^ cursor to ttte right side ol tihHe box. Press Delete 
mA to iMs» sini^ characters. 

• ^ 'PniilS EiCi|Mi'to abandon all changes you've made to a memo. ( I'his is similar to how Escape 
■ Owwig a m«mo 

Peess {3-Return to finish vvnli% |i fiiemo. The memo box vKiU'iijisappear. To !>ee your 
inemo again, piress <3-G again. Youll be eSb^ to make an^r dtatfges you like. 

ffyOU changu your mind about crt>atinj; a lu-w mpimi, nr h.^vc only iipL-ni'd anexistinj^ memo to 
read itj it is possible to l Iosl- tlie mt'mn by pressing Escape; however, this is a bad habit to 
^ ..get into. Yoti sfwuid not u$e Escape to dose a memo unless jfou wish to alxmdan all changes 

If you have alvtiia^ entered text into a memo, the Hrst press of liscape will eliminate your 
i^iwgcis. Oi^jf'a secoiKl pti«s of Esc^ 
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Commmds involving, m^rrtoslridude: 

<SrG to open a memo 

d-D to delete an op«i memo 



# Important It's worth re-emphasi/^ng 
dian^esi yjoa've made to a cell m^no. 

Suppose yoa open iihis existing memo in oider to update it: 



=3 fe?--' V« 



B« sure to jd;ui;- th«se figure 
when the :iew census Ucita 1b 
available. :'vil:.. 



Slipf>o$e that you have finished Entering new datat, and you wish to edit the 1 

leqWftiwiwMieiiioc, 



TliMe figures are fiej9UWi|v§|J 
the l9iA census. ■ " - 



When you flnislt typing, you hit Ketum, ami ttus is where the danger li^ Prising Bl^imt 
^ves die feeing tliat you've d<Hie something permanent, since ifs usually how yi^^fcHc# 

3 computer to accept vour input. Nut this time... it's as though yon'n:' using the word 
processor, where Return just means the end of a line. Press 5-Retum to make AppleWorks 
write ttie memo and close the box. 

If you press Escape instii^iilfriifvf flae^ disappear from the box and be replaced by 

the!i;j^lippip|j|pu Escape a ^cond time to close the box. 



WtiMf mm the mantosf 



Once yiou use C5-Retum to cki«e a menvo, you ^h#il4 no>ttce that the colon 1 

in " - - ^ - 




has dtangecl to a plus T.^^ 

This indicates that a memo is attached to this cell Look for the "+" to see if a cell lias a 



Tip You don't have to move the cursor to every cell in the spreadsheet in order to find 
the memos. *^-Find now supports niL-iTios, aS we'll discuss in the ncxl section. We can IJiSff: 
this feature to find all cells with memos. ft»ss C3-F, and select "Memo". Choose to 
search Jii iir^ direction ("Ahead by roW^, for example). Vii%en asked fbr a cofii^pj^^ 
don't enter .invthin-; Iu?it pres^ Return. AppU'Works will move the cursor to thei&tit 
celt with a mc-mu. Yuu may ust: the "Repeat last ' option to find subsequent memoSk, 
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\ 'fff- T'''jl' t U-i f ■'"'",1 iWillr 

Finding and Replacing 

; few text in memos: v==^ 

As wMi l^^rtlies, this option is not case-si^tficant ~ "'^^ 

To find text in a memo, ptess 0-F and select Memo. Choose a direction for the search. What 
wtoJ^te it:"|)MB|^ me searching for. 

V AppleW(^cs fitids a mateh, it will display the first 73 duracteis of the memo on the 
bottom of die scteen: 

display as spai» clei^li^' M'ii^^ that is, a memo that 

4, its box: 

disce 
onnes 

will look like this when displayed at the bottom of a screen during a find: 

Metro: ab uito disce onnes :~ 

To find and dsplny all memoS;, press Return when asked for a oo^^artson string- 
Ap^leWcM^cs WW move the cursor to the first cell with a m^mo 1^ dbplay vut abbreviated 
contents. Sdbct ''Rqicat lart* to amtiiuie tiie seaich. 



When synching for text in the cells of a spreadsheet u> opposed to cell memos), holding 
down the :5 key as you t the Text option to restrict the search to whole wdrds only'- 
That is, press O-F and then either jpre» ^T, or use the ^ and f keys to move to the Text 
C|>titHi and pceas d-Reti^ WSti6f%mr4mmi^^ seaidws do in 



:■('•'*■•**«* aftnaJcularian -optr'imw^ 

SP: -■' SecaiC'j ujce before Prin^.Tjy 
RS : SecalculdLi^ be tore Saving 
HT : Number of '['imef; recalculate 



So 

1 



You may chaose to recakuiate the spreadsheet before savingj. ITiis is a s^ajrate function from 
lating before |»dMHI)^ . A% k^^mr ^hi^ c^om s^Sai0t <ix^^ .jted^i^i^lj 



Spreadsheet FimctieM 



The StAlert fimetiim is now upidated j 



.-rrV^'^i^tii*^;!^^ oust be- 16 pa ^^S^z^&!m^-:ytmit*yc 

If celt A4 contains a value less thii^1s3*en da- message 'You must be 16 to drive." will 

appejr across the c^'ntor of the spreadsheet. This message will appear each time a 
recalculation takes place. (It calculation is jLutomatic, this means that the alert wiM be 

Under AppleWorlcs 4, the alert would be dbplayed oanly when the value of cdS < 



The @Find function is now case-sensitive. The following formula: 
ffirUWtli • tr«i- , -Ul traMdcroo- ) 

would return 0, because "tram" is not equal to "traM". ttj^Gtt don't iiMmlJ 
flfilMls, use «5Upper or ©Lower on both parts of the cotnpafigofi: 



:|i'''''«Today 

The flfToday function returns a date value in Julian format based on the current ^^||tlllMi. 

of calculation. It tikct. j numeric iirgument. @Toi1.n {{l) will return the fiji 
today. ®Todajr' (30) will return the Julian date fpr 3U days from today. 

: :|teiiilnder To liispl.i^ a lulunn date ma j^fiej i 
change the value fcn-mat to Date, 



Uk^ ®Alert| the new ®Today function updates each time ti^ sf|;p 



Appendix A 

Other Activities 




■ Shoriciif 



You may now press 0-Q ^-P as a siKMtcut to the Change Current Disk option in the Other 

If you are pickine subdirectories t rom a file list, pressing I'-Return opens the liighii^iteLi 
mabdUiectocjr to «low yim to pkic yet 

To hy fliis, pns>s i-Q 0-P to move quickly to the Change Current Disk menu, then highlight 
*lhe current disk" and begin ty jwBSipig t3-Eetiim to aid a swlxUiectoty. Qliis ian^tiiew.) 
yifhen you spot a subdirectoiy oi tfie #«list, you itiaiy pmss d-FSfaltmf to add AMIsidMlicectocy 
and keeping .tdtling t^ubdirectories. Wh^n vou'vc reached the Fin^l subdiredmy youmptto 
addrjust prei^ Return and you'll return to the Change Current Disk menu. 

Fil« ActivitiM 

■ space bar and ' -Space 

As with earlier versions of AppleWorks, you select iji^ with the ^ key aiM|;4eselect them 
wHifi (Kie ^ key: WMi Apfllsm&i^S,ycta 

filo is selected. Press once a file is selected; pK^^^dfiandttisdeselecled. '(TtmSpKB\tey 

will aho work, in the Sa\ e .ind Renun e file lists.) 

d-Space will select all files from the top of the listing. (C-* wiB only select all files at the level of 
tte eurstw attd beloiv.) Tt^ikii$ i^ desi^sct Oie files fiiat are alK^dy selecNd, if any. 

Whenever you're at a file listing, pressing d-P will set the default path to the current path. This 
miMns that If you've bet' n Innkittg (hn)Lii;li ymir disks and dirc(iort<S'Wlth Mstfiles; yoUvIIUiy 
press i^-P to 4ui(ckly:exit to Add files and use the new directory. 
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H Chonge file types 

undefStand PtoDC3lfil 



•W' Important This option does not convert die fiJe in any way, it jaet changes the file type thij. 
ProIX)S uses to identify that file. For exan^le, cannot txmy&k a text file into a wo. 
pfOQ^sct document mer^y by changing im type ftraon T?* to Awp. Hie flic's int 
UsxmA «HU still be. t&dc, and, AppleWorks wtil chdke oait. 





1. 


Adb 


6. 


Bin 




2. 


AWP 


7 . 


Txt, 




3. 




S. 


Fnt 




^ 4. 


??? ' ' 


9, 










10/ 





Op&ms 1-3 are for A^kWorks dcjcumente^ 

C^^c)n 4, ???, is there so tJiat you may enter a file tyj^ not showri oil this iridiiiffi^'SM'wiH need to 
know the nunnber of the type you want, since tltis option accepts numeric input only (0-255) 
Apple Computer has created a list of Apple II file types; this list is currently beiij^jgimjUjined 
the AZPrd BourtdT^ie on GBfite.- 

Cation 5 is for subdirectories, also knoWn as foMefe- 

Option 6 is for t>inary files. The SEG. files that the AppleWorks program uses are bin 
Same binary flies li^ <»e^^ (they can be run by typing "-Hl£NL^Ii^%'6iihers i 

^G^tton 7 is for text files. 

Option 8 is for fonts, such as those used by SuperFcmta 

' pf4^ 9 is foe j^f^lesolkl^k^C programa 

Option in is for executable SYS fite&tihait-Ciai 
APLWORKSSYS?9g^ isa SYS tila.' 



iilsk Activities 



ii^sT creating a subdirectory, you are told to press Space to continue. If you press r^-Space or* 
sS-Retum, AppleWorks willset the.current path to the directory you ha ye jt^t created an^ ^ 
return y&d lo tN^-p^ 4^:ti'$Hl^ metm. 

(If you press Space; ytm will be prompted to type the iiai3ie{^;9nic>lher directory tQ,|LTt'ate,J 
iiMi a^l^ left in your original directoiy^ mA taken to ^h^dlrechny you a t tfJ 



Standard Settings 



Standard Settings menu has changed significantly. Utere are now five new c^ticHis on mc^Ug^ 
%id ttiere are new and changed choices inside Ihe five new options and tlw twelve existing ones. 

*>ome of the options previously available under ttie Miscellaneous menu tiave been grouped under 
i Word l^tocessor. Data Base, a»l Spieaddieet option& 



I 



Main Menu 



Other ftctivi'::ies 



Sfaniiand S«t tings 



'—I 



J 



1. Preloadintl opcions IG, 

2 . S pal ling Checker opticmE 11. 

3. Date'^itne apt ions _ ' 12 - 

4. TimeOut options 13. 

6. UlLcaMdctos ^ " IS. 

7. Pathnanes 16. 
e. House C'_rs3r options 11. 
3. Time-DdstAl upLivins 



Ifi Bcel Isnecus 
Display options 
Print Buffer options 
Word Prccessor options 
baEa Base options 
Spireadsheet options 
Standard data disk 
taint Br sattirags 



.1 . 



.1^ 



^l^llng Cfa«ck«r options 

1. SCardard custom dictionary 

3. Standard SLunmary setting 

4. Bugyested Bpel lings 

5. Copy UictionariiiB «it BLdiLup 
Copy chaMM^Kifiynonyiw. - 



CUST . DI CTIONARY 
In context 

Nortaal 
No 

«£f - 



Ji Suggested spellings (Narntal/QuickSpdl/QukkSfH'll*/QtiickSiKll++) 



H'^^^^^^.te'!?!'*} .A|?pleWorlc8 generates the list of suggestiori^ vyh^n a suspect word is found, in 
"^'^|^KitlS#int!i'1ra^ four options: Normal (which is'hlifW'Mf^te^^aBi^cs normally builds the'Miftjfi^: 
ikkSpell (vvhicli is hou- TimeOut QiiickSpell worked — giving yon more suggestions), 
ickbptiil+, .iiui QuickSpdl+t, l^o>^ of the last two give you even more suggestions. We find 



When checking the mtssp^jUbdiiyDrd "atemppt" for example, ^ VMtolis setttnjgSi jx^ 
resulte siwjwn bd^-w: 



QtnckSpell 
QqickSpcU^ 



Wo suggesti&hii 
One sviggestion ("attempt") 
SiH,|i^gg^§tipr\5 ('' ''exempt'^. 



Copy riiesauros synonyms (Ycs/No) 



Jim isawisw option that aUowsyoii tQ cppy the synonyii^ file for TimeOut Thesaurus (if 
PiE|^t) fe- j^^ RAM dbk at st^ fo* faster operation of tite thesaurus. You iway now 

;d3|iy1slH^'ihe thostTurus, onlylKe spelling dictionaries, both, or ncitht-r St-t i{ to 
warit the synonyms file captm. Siet it to No if you do not want tl\e file copied. 



!||^ iWljJ^Wt; This option has been changed to allov^ longer [ 
ljFf(sI«!f i^pkWorks 4 you Haut^ to 23 4wac^FSii 



Doto/Hm* «|pH<HM 

1. Mon DD, yyyY (Apt ii I98e) 

2. MM/DD/Vy (4/11/S9) 

3 . DD Mon YVYY (11 Apr IM'ft-V 

4. DP/MM/YY (11/4/S8) 

5. Memtla. taJ^ -YVYY. {April 11 i$8S) 

6. DnMontKTEYYY (%X i^il 19S8) 

Current setting: AM-^PM IS hour format 
-. t^v-:7:... V MiT'-P|t-.42 hour f'pafija-t 8.- ^24 haur foaniMSaj- 

There are tv^^o new options here, both of which nllow you to have the naii^?ti|E-the itionths fujlj^ 
spelk'd oitt instCiid oi a thnr-ti'ttor .ibbrfvialiun (fur example, 'February''' firtS^d of "Feb"). Under 
AppleWorks 4, if you i liust- .m option that used Mon instead of MM, the word processor used fully 
spelled70utitaixi^ and the ddta base used three>letter abbreviations. With AppteWorks 5, if you 
didose option l--MonT)0, YYVY— then fl** ati1>Beviat«scl fioqwsi will be used in Ifiodules (wWch of 
course Includes tho word proc0SS0i!, where you might find Apr 11 1988 tw informal). If you choose 
option 5 — Month DD, YYYY— mtefoU month will be used in all modules (which of course j 
the data base; where you might Hnd April 11 too wide for yo«f e}{j$tbgji - 

■ Mofilhl>D,YyYYtApi^tTll988) 

SW[i6;^tion offers full months in the standard American date format. 



iAiscellafieous 

This menu has altered considerably since AppleWorks.^ ^.mw opbuns have been added. Soa\e of 
the old opitons Ihnf specific to the word pxoogj^ittf^^^W^'artd ^E^^ be^ Hiov6d 

to new menus with those head^is. , 

1. lynore non-existftftt dtiV#S Ito 

■■ty .;:01aa»|f...iii^^.}!,W- bite- OB ■: cqf>i»!f . ,1*0 

im^AtSiefr-'ftsife ■ - t m 

* . a^ore Ves/So :Ilo 

7. Add tiles order Type 

8. hist files order Sisk 

n. R.-'Ho-Riber 5nti<i<>d files UO' . 

tip^ V^as option 5 on the AppleWorks 4 Misci'lLinwus Vienu. Nothing other thapif^ipqiE^ti^lte^ 
been changed , Sec pnge 421 of the Reference manual fo^ a detailed description. 

M Kmp iMclaips of fikst Q'^^C^ 

1 This VV.1S option 6 on tht? AppleWorks 4 Mi^icelLincous Menu. \'<ithini:; other than its pOSiti^:ha|i^;. 
' bfc'en changed. See pof^e 421 of the Reference rnaniial for a detailed des^^ - j - " 

tltj^ «^ on the AppleWorks 4 Miscellaneous iKpliit Nothing othef j 

$ee p^<ft 421 of the jKejEer^ice trianiralliM; & <f^^eci descripiibit; ' 

J|^p]ii!Wo(rl^ haisnorm.ill)' ra:|uired you to press the Ketum:|ss^|lSt!ip'#^ a menuitatw 

y {he mesiv 1^ lem than ten entries. Set this oplapn to^ l^if 3^ wiliiU; Ap^^^ to taikie 

ycM tb a' tt^ii dptioh as sooii as you piress the iSUtiroer feii?j^/TW 

dlffe^eWtilbf deperidirig on vvhiit the highest number menu option is. If the ^(^^( menu option has a 
i^^itlu^ of or less, thgn one keystroke is all you will have to ty|>e. U the last menu option a value 
WWfm gre^tCT^ thefi you wW^fi^'^^p^ two keystjpSfeeS ii^j^ opfidriis l-Sl^rKSiw^ 

Tc> redcti a single-dii;it iiplion between 1 and 3, yon must press the number and then Return. T& 

reach a si^le-dij^t option between 4 and 9, or a double-digit option, you orUy have to type tl^ 

I^JMiiili^l^ «rt the option. The "^-Q desktop menu is a special case, since the highest 
i,am1bered d^jce will sometimes be 9 or less (in which case ail you have to do to get into your 
iiFst file is pre»^a-^l)^atiftd ttiw^iM j^£i^^ 
|5-<JJRfiturr^* 

P UltroMacros users If a macro is hoiTif^ executed, AppleWorfei'*ii?l|;Sen5e this and require that 
the Return key always be preai«;d, evtn if one-touch menu^aii^ on. This means that macros 



Set ttys option to Mo if )R6UA(^i: ikjp^l&WiiiiB^ ^ ^uire «hr Retutn kej^ ajt itpii^iiiiM^i 

feApoteWorks ti6|i:l«lBfi^^ 
sf«pc|(a|e«|(yU% ^t emiiites: <^ oaiiq:^ wcn^ 

Yw/NoMultrYesM 

/^teWorits has a habit of asking you «a ccpHmi imevoqiMs actions such as mnoyfang a i 
me desktop, er,ising a report format, and ^tftng Applei%rfcs. As an extn pmoill^lg 
^jpleVVorks usually makes "No" the dd^lt answen 

Pind nsxc occurrence? no Yes 

Do you r«ally want to do chls? Bto Yes 

Change the directoiry? No Yes 

TNs is jiist in esse pnesp H^^ni before i^ xeaUy ts^. the qveitiafi. Set this option to ] 
aftstiw, in wliiiA ease ^oeslions wffl 

h 

Find next oceun^«Bce? Yes Ho 

(Ves/NofrfsWoJ 



This option is for those of you who would rather that AppleWorks never asked ym^to confirm 
"Do yoii reaUy want %& do Utis?" questiOfSL you set titis optioif to Yo^ AroJeWoodcs will 
assume that you want "Yes" to be tfaeaMwerto "l^oyourea^wanl to (to nial^^ 

not bother to ask thf questions. 

^ Note AppleWorks asks other Yes or No q uestiCHis, tmd .4|Bse are not affected by tiiis setlb^ 
Only questiOi^Whidi ask "Do you really want to do tlii^— sudi as reowvingi a fife (wm She 
desktop, erasing a report buma^dMe^^a ^ disk, and I 
affected by this setting. 

Set this option to Uo if yoa want to cc»itiiu|e ^ q:mfiinDqi irrevocable MJiofissuiclLi^:^ 
AppleWorks. 

Add filas order (Type/Name/Date^Sizt/Disk) 

W]\cn \'ou .ire LuKlint; fileSy,j^(awJeVi^wJ^I^^ sliows yoLi a list in which word processor 
documents coiiio first (arraAged'injQphal^cal order), followed by d.ila h,\sv tiles, spreadstieet 
files, text files, and subdirectories. (No other types of files are show n.) This is known as listing 
by Type. You may tmpprafilyf override listing by Type at the Add files mieruifc^ jwrpssing ci-A, 
which will allow you to view fhe file? by name, type, size, of any of 
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ip^jUfmy permanently ovem(4ia*ttr^*%Jf!*^^ this i^^ttng. fl^iemiai^fh^ I 

tlNe^ifli until you decide tn change it again.) Set-tttiS:Option to Type if vou vviint to see ' 
AppleWorks files oppt ar first in the list, followed by text filfs and subdirectories. Eath sub- ' 
group is sorted «iIf>h.ilH-li(..i]l} - St't this option tn Name if you want the list of files sorted 
alphabetically by name, regardless of their type. Set this option to Date if you to see ^ 

^ \m » ^ 4U»mm6 tc^ of the list and the old^Sf^^ bottom. Set this option le&^i^#'f^Wafft 
to see the larpest files M the top of the list and the smallest at the bottom. Si't thi*; uption to Disk if j 
you want tlie files displayed in exactly the same order that cataloging tlie disk wuuld produce. 
Qumging thi^ sem$mmik^^4)iia^mi^M}^ 

IIOt^l|l|>OEt it 



Vihen you list fites or perfonn otfier file ope wfe w ^wiifeMc^^ deleting, renaming etc. tiie i 
display is mwrnally based on how the file? are actuallv wrfttcn to disk, iind not arr^mged in anv 
waiy. Like the Add file option above, this option allows you to customize how the file lists are 

AppleWorks can now maintain a list of the last nine files to btr loaded to the desktop. Sft this 
option to Yes if you u .mt AppleWorks to keep back f^mmefiiSy loaded Ales. Set this opOpplfrNb 
if f«ni<lon't want Apple Wofics to stmae (inSEGJa.) the maneB mi^ paBinamf y ^rf the flfe |!0|i«^ 



To choose a file from the list, either go to the Add file$ m^smW^mm^vmtP to the Main 
Menu, highlight "Add files to tfie Desktop", and pc«K ^4ttti|iEfe-^l^^ d|« 
fe^ Desktf^ Otfflttitog^ection ceeMer m ttig paan«al. 

■Kplay eptiras ' '^^"^I^kj;^^ '" 

1. MojacText scrlMft* Mq 

2. Vertical Unit 1 ._ "••vi-"^^-' ■ 
^> 3. Currpncv " . ' 
^^I'zs: • Thousands . : 

^ 5. Derimals ' 

' _ _ - ' ' I ' " - ; 

■ MousvText scraMis (Yes/Mo) ' 
U this (^tkm set Vei^ tb^ 

• construct mfO^ ll^ncCj^ 
characters; " ■ Vv'-' ' t^^'''T'('':y:'^' y'^t-jf^ .y: :U' ''^''-'-'. ■ J " ■ 

• use MoiiseText"aisk''W'*P^lfe^'i^fee^^ 
in file listings; 

5wa«|T^le-9hai:|^ 
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• Note If Uiis option is sel lo Yes, it will override |iieti;fttin£ for vertical Une character in the 
file o«id,'dfiidia^«iid:ll^^ ^^seMS^m^mAf0'- ' '■ 

If this option is set to No, AppleWorks will; ' 

■ construct the sides of its file card« desktop^ and TimeOut meitus out of the vertit^i diaracter 
spedfiie&«lie«i4ij9i«j^ 

• use "Disk", "Path", and "Subdirectory " in the uppt^r iett comer of tiie screen and in file 

• ttw'»tttt«e'dtiracterf^ati^ 

• use a "blot" to indicate carriage a-t urns in word processor documents. 



Some oi these optk>tis «v«(e available sepwatdy A}^Wori» 4 via Randy's ieee I^Mdier. 

k . 

M. Yirtiwiiftw 

If MSt uAing MeiuseTextlnfMiMienus, AppleWorfcsnortnally uses the pipe character (I ) to draw 

file cards .ird other menlI^-. Users with foreign thdrdcter sets in their Apples find this 
unattractive, suite tiie pipe is used to display accented characters. This opticm allows you to 
select your a«m diiancter, sudi as tfie eied^ 

♦ Note If MouscTcxt menji are t umedo^ then tfie setting of this option ivitl be ignored for 
file card. TimeOut, and desktop menus. The vertical line character you specify will still be 
used ill other kxratkms, stidi as k» j^ossaiie^^^ the new mbced jnode of ifa^ 
separator Une of the spreadsheet. 

In AppleWorks 4, this option was available via Elandy's Free Patcher, but it was limited to 
diae^|uigtheverticad <liaiai:tarioan6xd^ . - 

AppleWorks normally uses the dollar sign ($) to mark currency dispLn s in the data base and 
spreadsheet. Some uselsoutside'^IJf^ iwa$r^«d^^^ the pound sign or some ol^iiiiiiiKKrler. 
This cmtionaUow^you tochootseyotirowtii^^ 
spreadsheet. 

^ Note This option does not affect the word processor. ' - 

In AppleWorks 4, Ihis option wns Available via Randy'!^ Fi^.'Pli^teher, but it w.is limited to 
chanflin); the currency indicator to the pound sign, and it (^j;)^ affected the spreadsheet. 

.l.ii'i.l|!lij'V|BT , . 

Wk thousands . .i'.i>,iKiti,i'j|a' 

AppleWorks data b.ise and ^pr^■<Ki^l^l.x't modules normnlly uscfiiioommn io '-oparate Hm-; 
numerals into groups of three when displaying values of l,0(X)i and'gpater. Some users outside 
ilejlfS. may prefer the period or even a space character here. This i^plilHiliUowIt*]^!! Io choose 
your own cnora^er fpi: display in the diata base ^md if»tead^£(^. 
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Note You must still type the comma character (or no separator at all) when entering values 
ill tfiiip^d&heset; however, Ute sfwe^dteet will display the tSm^^-^m^mmmm^ 



AppleWorks normally uses the period to represent a decimal for numbers with one or more 
dedma) places (for example, 3.14159). Some users outside the U.S. may prefer to use the comma 
TlUs optwmalktws you to {li^^ and display m the data baee 

Print Buffer options 

♦ Note There is a shortcut to reach this menu: (3-Q O-B (for Buffer). 

AppleWorks now features a print buffer. Print buffers are designed to minimize wasted time by 
letting you get back to work before your printer finishes printing. Because even fast pffnteis are slow 
compared to most computers and their disk drives, the delay can seem interminable. Instead of 
sending the file to a slow printer, AppleWorks sends the file to a special area i^^anory called * 
buffer. Because memory is quite fast, AppleWorka can finish this tokqui^^. lifttrt j»c«S!«^^ 
job of the print buffer to send the file frcmi memory to the |si?ititei?,:'tmeMr*;i8tt-^i^ 
sim u I tunt'uusly work with other parts of AppleWorks. / 

Xou may find that printing appears to stop.cpsrapleteLy whenjfou ,are Itqad^g or fitiiVittgi®iB8. Doik't 
Yt file printing will resume imibdm^^m^mtm^ '9iFilm^i?$ f^'^sa^ 

'ttgkB has togivfritO of its atfiot&m ft3i#e^l^Mt|&lKfi^ 

There are a couple of trade-offs for this convenience. The first is that it will take longer to send affie 
^ODi a print buffimr tiian it will lake AppleWorks itself to send the file to the printer. If you're in a 
TOifry lo get ttw printed copy, fust visit fhe print buffer menu — just press C-Q 0-B — and AppleWoiksv. 
will start printing at full speed. Once you lea\ e the menu and m.iko demandS4n A|q[^]eW(mc^ 
attention, the printer will eventually return to printing one line at a time. 

*k second disadvantage is that AppleWorks must use some of the desktop memory to store the file. If 
you're short of memory, you may want to use the print buffer sparingly or even avoid it altc^ether. 

The print buffer can CH\ly sp^ed up the printing of text, and has no effect on the speed at which 
iphics are priiil^ IMs iSiii^m^!^ ji ic g igi ^qfe jpe ilB^ Si^perFonts camiet Mce acN^KI^gfr icrf 
»pdntbu&9r. 

The print buffer takes priority o\cr ccrtiiin other ttisks. Pur instatK^e^ ^VittKOlg^d^'fi and selecting 
?jSSA screen" will have no effect if the AppleWorks print bufi^ v|;:d^^dy printing. You will have to 
uijiiQ the buffered print job ajjlitiisi^^ a copy of the fi<sreen to 

prbiit!BC. Yotinfay still use lil^ ojmi^f' ftvo imat^M jaav siaee&Ki 

Aifin^0tk iAiM vmt ^u^ a print jtik isibid^lihaeid 
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^^y0^|(^ttyi^»^futft)A^ while the print buffer is running, AppleWorks will warn you.diat the 

bvm&r isistill prinHng. (Il checks the buffer $|stM($;fe^xt«dkfa3$,4w 
ctertctop.) If you fjuit, printing will stop imtne^i^iR^iiitblfi^i^^ 

Here are the options in the print buffer menu: 

1. Print Buffer activated Hq, ^ ' 

2. Change buffer BtBtU*" - ^xiijiF" ^" ' ' 
J. Cancel piiiiting ----- - - , 

■ Print Buffar ocHvaled (VtN/7s/«J 

TWs ofitioii controls whedtar otnot ^ ^^Wotls will attonpt to twe tip^prtnt buffer. 

♦ Wonung If yo>usHritchliiisoplknfitHiaY«stoNowltUeaGfe]isb^^ 

- k 



When no file is being printed, this option will display the buffer status as Idle. When the buffer is- 
Wbaa afi te » bdi^ {Minted, s^telfliift^A^ Hk di^lay will change fimn 

♦ Nolt tfjKm enter this menu vt^iib^^Mblaris Jn use, yon will see a message at ttieboHcsn 



Select this optitm if ynu want to cancel print£^a{|oge@lS. ^JKWlBPDfsl^ want to pause 



W«ml 



,1. Default tap Margin "tfji.. 

2. Deta-j.lt bottom M«K9in t-.i 

3. DefaLtic left margin 1.0 

4. D*Cau1c righr margin 1.3 
jS. Us« new d«faulc ntargin? No 

5. Show Word Processor rulers No 
7i' Special rules for Return No 

'S»y«' eext EIIm as text. No 

9. Reset WP when laadlnrj Ves 



Some of ihese options were in the Standard Settings Miscellaneous menu of AppleWorks 4, 
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■ Dsfouft fop margin " ~A , - 

When yuu create a new word piocessor dcxmnent, it dejj^siiga top margin of 0.0 inches. Select 

■ Difaijt bottom margin 

\. When you create a new word jprocessof -^b^gtsnent it defaults to a battom margin of 2.0 inches' 

■ Default left margin 

When you create 4 new word processor document, it defaults to a left margin of 1.0 iradies^ Select 

■ Oslaiilt right margin 

W^^ jKRi create a new word proo^aor docunKnt, it de&uU& to a rig^t macgin of U) indie& 
Si^^lSi^ option to change the defetilt to another value» 

!,•■ ^ -: y 

■ Use new dafault margins^ y^s/Noj 

Set tWb option to Yes if you want AppleWorksJo insert the four defoult setting« above at tfie 
bc^pioEiing of a new word processor document- Set this option to No if you want AppleWorks to 

# Note Thefh^optioie^bQi^a^ctnMMvoidpi^^ They w{Q not 

affect word processor documents on the desktop or on disk, and they iviJl not affect text files 
imported into tlie word pnxessor. (imported text files now have a detault left and ri^it 

|i SliowWottl Processor rulers (Yes/No) 

This is the same option that used to be number 2 in the MisceUaneous Stat^axd Settin||s of 
AppleWodcs4. Si^page4!^ofBteriteleKncelt^^ 

■ Special rules for Return 1 Yf^/No} 

This is the saine option that imi to IWJUiRriwc 3 tat die J4^^ 
*' App]eWi3ife8[4 See page ^t^dieileieleiMQel^in^ 

■ Saimtaa^m text (Yes/No) 

This is the same (iptiqn that used to be number 9 in the Miscellaneous StiflftttSBNit j 
^ AppleWorks 4. See page 421 of the Reference Manual for a description. 
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■ Re:tet WP when loading (Ycs/No) 



This is similar to the option that used to be number 4 in the Miscellaneous Standard Settings of 
AppleWorlcs i, except that the "Reset files when loading" opticm of AppteWodts was tor tiii thiee 
types of files universatly Novv vtui c.in sot this opK(»i «ndividm% forwml^psciceasor 
documente> for data base files, and fur worksheets. 

Set this option to Yes if vcu want to be iit the top of a word processor ddcuftient when it is loaded 
to the desktop. Set this option to No if you want AppleW orki to remonbsyour p4>sition in the 
document as of ttie last^awe. 



1 . Ajto-add LB records at mtt T#s 

2. Raset. DB vtMa loading 'ftfj^ 

This is the same option that used to be number 7 in the Miscellaneoiw StarolffiP^^-SilW^I^ of 

Thte Iftsfmifiir to the c^tm diat used to be numb«' 4 in ttie Mfscetlaneous Standard Settings of 
AppleWorks 4, except that the "Reset files when loading" option of AppleWorks was for all three 
t>'pes of files universally. Now you con set this option individually fur word processor 
docttineitSrl^ (database Sks, and lot- Mwtb^ie@l». ^y;^; 

SMttii8«^MicmiicFmif you wai^tabem&te top of a dtttrbaiejUewlKttirl^lppA 
desktop. Set this option to Noif yew w^^pleWinto to xmemlief j^ow 
base as of die last save. 



SprwadshMt options 

1. I!gs k^?yp£d Enter key Betjira 
£. Kri3Ct~Ajr?: Spreadsheet rcwa 999 
I Fe"^' vi-'r.pn r. | Yes 

The IK'S Knter,ls^.^ftflli'l|Mjl5(Stt^ kpyptid ridrmLilly has tht? Scinu' effect as pressing the Return 
key. This opttfMTatfpws you have the Bntfr key act as another key. Onu of the mure ust-iul 
diekSeS is EjWh> which simplifies data entry if you are moving from the tog^of a column to the 
bottom. To make this choice, press the when asked to "Press the desirel k^". Other 
iseful choices are Up, Left, or Right. 



♦ Note AUhoughyoucanentef Icejmodieriitiuft^a^^ 

useful. !f App1eVVnrk!> cannot figure out how toinove flieaiTSOi^l>|U^Cfi wliall^ 
have chosen, it will treat the key as Return. 

In AppleWorks 4, this option was available via Randy's Free FMdl^y tnttit was findted to 

ch.inj;inj; the Enter key to act as the ♦ key. 

■ Moacknum ^piwiddiMl nun 

this is the same option thnt used to be number I in the MisoetboieousStandndSilfiligsirf 
AppleWorks 4, See page 420 oi the Reference Manual for a description. 



This is $imitar to die c^vtton that ttiiilii^fH^Sei^ii tfie Miscellaneous Standanl Settings of 
ij(^>plcWorks 4, except that the "Reset files when leading" option of AppleWorks was for all three 
" tffes oi files universally. Now you can set this option individually for Word processor 
J OGiemmncts, fbrdatabase files, aiui Ik ... 

Set thte f^^tieett P f es if you want to be at the top of a worksheet when it tsloaded toiSyi^^li^^. 
l Set this optim^hMtii^^mmi^^ 
& the Idst save. ' , 

U ■- 



plaiidy's Free Patcher 



If yoti want to cu^nuze AppleWorks even more Hum Aie Standard Settings nwnu allows, kx>k fy^M 
<»pyof the Randy's Free Faidier on your /EXTRAS disk. ThiasnaUBASK: program is provided iMlli 
free "extra". Bo sure totaeUlinfyon#lwdpa|'^jefpO^ MmrfMrtdi 

originals of any software! 

To use Randy's Free Patdier , qui t AppleWorks and boot the /EXTRAS disk, or use your program 
selector and select BASICSYSTEM on that disk. The startup program will give you the option of 
running RFP. You'll be prompted to insert your .AppleWorks startup disk. If you're modifying 
AppleWorks on a hard drive, just press Return and enter the pathname for AppleWrnks when 
prompted. "* 

All RFP patches are reversible. You're given the current setting for all patches and given the option 
; ptr a comply .Ust:qi':palxto,pjte;i^ 
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Appendix C 

Installing 
AppleWorks 5 



# Hi, Ic^andlc-Musmen !f yuu have more than 256K of memory in your Hem Dc and you wish 
to use part of it for somettiing other than AppleWorks desktop space, you may use the included 
MEM^YSTEM prognun to configure AppleWorks to leave some space on Ihe RAM card for 

Yoti Witt fwed le use this program ifyou want AppteWoilcs lo copy the dictionaries a^jif^M^^ 
thos.iurus synonyms to your RAM disk at startup, bocausc ApplcWorl(s noritully clatlipri|ttlii{Ctta 
memory for its own use as desktop space, leaving yon no room for tlie dictionary. 

If ypu twve an. aaxiiiary slot memory card (such as Ram Works, Z Ram Ultra, or Q Ram He), you 
■M# fdsoiwed fo make dianges to the RAM disk driver Qiat came with ytiw meiinoiy caid. Sif 

your memory card document.Uion foriiistructions onhow lo tdjtast QteRAM.#alcs<|$^^^^^ 

out" some of the memory banks. _ - 

♦ NGSifScn Vou^iouldijQeUKOsntfolPaiieliosettheainountof metWKy^to 
disk. 

piltalliiig to a 3.5" disk 



Installing to a hard drivo 



Uke AppleWorks 4, AppleWorks 5 comes wiAi rfurbgeam that will automatlcaUy install 
AppleWorks 5 wi i^ur drive. If you use this program, the AppleWorks program files will be 
installed in a folder Jiamed "AW5" on the hard drive you choose. The installer program will also 
^tiMieMimiot iriits »k1 ruowQitt difectodes and^ them AWJNm and^m*dOUT. 

To install AppteWorks on your hant drive, simply place the /EXTRAS dgk lAay H 

labelled "Hard Drive in^^taller / Sample Files") into your startup 3 5" drive and turn (he 
computer on. <You may atbo idunch INSTALL^YSITM from your usual program selector.) You 
wilt be greeted l^ 4ieb»ta&et^s gmj^ v^s^enli^en of your sytiem. 
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Setect the drive ymi wish to install to by pressing the ♦ and ♦ keys. The installer will only install 

to *i hard drive, so if vou ha\'0 iinh one hard dri\'e partitinn, it v\'il! .ippe.ir as thnugh nothinj:; is 
happemng when you press the arrtiw keys. Press the Return key when you have highiighted the 

During the instailaticm process, the Installer will Ipf looking for a disk named / APPLEWORKS. 
Be sure that you^don'thait^ inoa^;ttiin«e4#£^^ inyoss^basm at ttie same Sine. 

an error occurs, or if ym cumot place the af^ropriate disk in ttie drive vtben prompted, you 
may abort the instalbtka by preaeii^ the 1^ to select "Abort" in Ibe cHalog and then paa^a^ 

the Return key. 

Whe^n the imtaUer has finished, it wiU dUi^]^y (tve ai£$$age "The instaUatkoLwas succ^ful^" 

Unless you're sure you know what you're doing, choose an automatic installation instead. 
^l^viit$ said ^lat:^ ym s^oitkl npt b« p;^ t ott ftpm choosing manual instailation^ii you do Jaimv 

You'll need to copy all files from the SS*' disk to a subdirectory on your hard drive. Don't uai'tihe' 
saittife (^^etapty Uiat you used for an earlier versiun of AppleWorks unless you delete everything 
libixiil fi»t (Mul dosn't delete evraythung unless you have a backup. Vou may gnd you need it 
in « momieht) 

Be SU^,fOCQ|^#ie contents of the AW.U^JLIS and i lMtOUT subdirectories, as well as the 

beginning with "MR " (these are AfterWorki^ffiddN). Ftebeg^iirtiligli^'Ta'bdO^ 

TimeOut subdirectoiy. 

All "SEG. ' files belong in the main AppJeWocks directory. This includes new files Such as 
^.PB Jprint buf^}^ SEG.MR CAfte^i3rtc)^ja«id^£iJ>L Ceemembned files). WlmikMxset to 
tsopy AfCwCiEl^^iYSEEM and ^ two <dieiamaey files ttiat tiie tificiyni^d^ uses. 

If AppleWorks lellii^iiv^ when you start it up, that it can't find the proper direcloiiegir|n9es» 
^gm^v^x^ ^asm v^ see tfiis message. EvisituaUy you'll get to the Main Menu. Immediately 
](^yifil^§teH^Fd Settings menu and set the opnect pafluiames for the spelling checket, fiar 
I^^Siit, and for intts. Qtiit Apple Worfcsand starlit uj^ag^in. Keqp d^ng ttais nnffi 
i^p^eiVorks loads without any trouble. 

♦ I^Hiirfanf All macros written before AppleWorks 5 muM be recompiled under AppleWorks 5. 
This includes TimeOut proj^rams that have been converted frnm compiled macros, such as the 
ApplcWork'5 4 versions of Date, Reset, DB.WidthiT, l>u[T|ii .id'/.tppcr. ^nt,tdlLDe^kK■l, 
Screen. Blanker, etc. AppleWorks 5 comes with updated versiona ot these applications, but you 
itiay hat® oftset Tiiwebiat pfogratttS that afe'^-SStpSfe)! nwtctiSS* iESSi*^ %s#b 
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Extra Disk Space 



Not all files are needed with all computers or setups. Here are some files you may delete if you ne«d 
more space on your disk. Make sure you only ddete copiies, not files £rom the origmal disk. 

Only one of tive foUowii>g three Hies is used: 

SEG.AM aux slot expansion cards only (RAM Wnrk^i) 

SEGJCM normal ^ot en»n&ion cAitia only (RAMFactor, Apple Memory } 

Si&RM XIGS«i^ 

(^QilOfiiMilf med by AppteWoriaAandenikT and iMtlong»isdal» with 

Here ^rc some optional files: 

SEG.DC the dictionary copiei^-cnly needed if copying is awSs^ed 

SBG.IM the bim^^AMger—onty needed if mits are actiw 

SECPR - ,; . .. :|»inter definitions-^nly needed while adding a new printer ; 
SECUM J^ie^l^ player — only needed if macros are active 

SEG.AX Wjaia^'f^ the default set— «SUy needed if macros are active / 

;:S^.Fl., ^,,.,;■tf«!:■fest^a^■te^weI^ 

" ""'Is-enabled " ^ 

SEG.PB - r the print buffer — only needed if the print buffer is enabled 

5EG.MR ... _ - AfterWork loader — only needed if you want to load AfterWork 

; . modules 

SEGi^A name and dddross macros — only needed If mactie|S,)Bei?.«68!»e- 

NAME.ADDRESS your inft>— only needed if macros are active ia^ 

* JntheTIM£Ol/Ts«d3diiecti^,d«i«leanyof tfaeapplicatim^ . 

In the A W.INITS director)', all files .irt' w^pd by the UUraMacros plaver cvcept for I.DEBUG, ivhsch is 
only used by Ultra 43 and 4.4. If you've used the installer to copy AW to a hard drive, use the ixistall 



■5> 



TimeOut, Inits & 
Macros 



■ Fosltrstart 

If you hold down Lxith Apple keys i ": and A/Opti^n) asyou start AppleWorks, TimeOut wiU 
load its Utilities only for maximum speed. Y&aWa^ilMil&mTi^^ 

/ 

■ ll^dsAig'linMiOiil 

MostHateOut programs updated to work with AppleWorks 4 ii^iMirit with AppleWorks 5. 
An exception is TimeOut SideSpread, which must be updated a second time. An u^iater is 
provided on the AppleWorks 5 so lliat you may use SideSpread with AppleWorks 5. 

. A]^leWorks 5 comes wUh uj>-jt»;<iatC|Versjons of TimeOut Utilities, UltraMacros, and Paint. , 



tkm likely that some of the items in voiir TimeOut menu .ire not official TimcOitt 
pit^gTlOrts; tt|f|E^ are compiit'd sets ot miicros. For example, the Dote. Reset, DB. Widths, 
DuplicateZa|iiper,lli5tall.DeskJet, and Screen.Blanker ciptions are all TimeOut options that 
etatffjd Kfe us macros. We've provided updated versica^ of th^ with AppleWorks 5, so all 
yeu'i^^ fo do is use^i^ ftresh copies. Do not use the veisicm that came witi) i^^kWedcs 
4 unless you recompile them from the "saurcecode* {Appt^geAiy/Otd [KOefglBCt ~ 
. . . documents) on the i^xtcas/Tnstaller disk(&). 

You mav hv iislHg oliis I^neOut prpgnuits ttiat are compiled sets of macros. You will need 
to recompile the original macros for these items to work with AppleWorks 5. If you have the 
source code, yon may recreate cath TimeOut macro appHcation by compiling the source code> 
* with tiie Ultra Compilf^^ and then using Ultra Mac2Menu to transfonn t^ie n^NQDCSflllp a 
^R»ii£kit appUca^igA^ Wmi^^kltme tiie sQiuce code, you ^/M^amm^six^^ml^- '■ 
autftot/piriiUsher erf fl^mitOut Macro afqilkatiQn for aii update: 

Check the file "UpdatingTimeOut" to see if the status of any TimeOut programs has di^ii^ed. 
This file also contains cc3:ciplie!te inductions on how to update ymivt TtoeOut pn^;aM. 



I llillIlM 



♦ AppleWofks 3,0 users Bccaust there have been many changes to AppleWorks i>mce version 3.0, 
some TimeOut programs that used to work don t do so any more. Dan Verkade has wiift<sn a 
IlijPtteOut Updater (included with AppleWorks 5) ^ wB^G^mo^^fimsi remtt twrnmis of many 
HaiiOut programs to work widi Vfi^tcsi 5. ■■, ^ ■>% '^^TiM^ . . 



There is one new file, LUM^PepiAL. It contains new dot cconaiandii for UltraMKioe. See the 



AppleWorks 5 includes the complete UltxaMacxos package. AppleWorits 4 iitduded an UltraMacfos 
pfyger^fltmmi*^ niajr write ymam»Stmpai£3iS^Wt&Si^^ macros ttiat ollieis have 

# bnporhint You will ha^ e to recompile all your macros, includh^ ttMBen^ Ji^felt .Mliiiif ' 
AppleWorks 4rmoid«' for them to work wi^Af^eWcHd^sSti ' ^ ^ 

to adtvateit. 

UltraMactos documentation, describing all Ultra Macros commands and debug optians, is available 
separately whe» you purchase the full UltraMacro64 padc^ from Quality Computers. This 
package abo contains many instructive sampIeHIes. Wieaie sorry, but a contractual obligation 

makes iE impLissihlo to include UltraMacros documentahon with AppleWorks 5. We indtided the lull 
package so chat you can easily compile macro sets you find in magazines and txx>ks. 

the version of UltraMacros included witb AppteWrnks has a new l^pedf nsif^ and sbc new dot 
commands not previously available. .'-.-'x y-- 

■ New iype oi macro 

Because a new OutUner is included with ApplcW'orks 5, Ultr^iMacros nou' supports a new <aoi> 
macro for use in the Oiitliner only. The Outliner is technically part ot the word processor, but 
since some commands (such as ' -D) behav i? differently depending on wiiether or not outline 
mode is active, you need to separate the <awp> macrra firom the <aol> macr(». This new macro 
type means that youhave can four difierent macros tied to one key — one for the Outliner, one for 
the word processtir, one for the data base, and one for the spreadsheet (And lef s ftOt forget the 
<;all> macro, which will work anywhere, including the desktop.) 

llere is; a »mpie ChMlm«^ flwcrcf! 



T,;.;,v;i'^v;ii»y;j;~ 



■ New dot commandj 
^ The^^six new dot^ 



,,Windpw, JnitFath, 3|!<||l|*^ and 
1 in Oe 'l^ew.Dolilf Item file 



The space for macro Hilss, in a macro set has been expanded from 512 to 768 bytes. 
The Mirsort address has been dropped in favoT of the #totaif iles addiess. This new address 



/ 
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Appendix E 

DIEttiHMt ASCII WUm» 



'Bamm w now loaded, into the word processor with left and rigjit oiai^ins set to 0.0. 

It is now much c.isier to overwrite text files with AppleWorks word processor document?; of the 
name, and \'ice versa. (This is a good teaturt. — it keeps you from hav ing to manually delete the eid 
tcad:tetMfci«}«u on save ttie new AWP file.) 

IFyoti load a text flle into the word f»oces6or and latet 11% d'^tosave tiatfite vtiiil^ 

AppleWorks will ask you if \'ou want to replace the text file on disk Ml AppleWorks word 
processt>r document {AppleWorks will only try Jto save an imported iiattfile as a word processqf 
doaaaait tf ^aaiK^ Se«&%s o^on 'Save vhii^l^mmlBexSf ii set to Mo,^ cocffise.) 

ijV^mat^y/if you "Save text files as text" is set to Yes^. and vow ttjr tff i»v0 ttwt te?^ i*|i!ij9i a W<S*d 
|>i!(!i(!;ajg^ with Ihc same name alrtwdy exists oft disfe/ 0tm:AppjbW^>4^^^^?^ 

want to ovrerwrite the word processor document with a text file. 

If you have "Save text files as text" set to Yes,t lh«»AppteW{wl(» will simply s»V«^^^^ 
and not dsk you if you want to replace it. 

^ foradwanGvdiMan iiiiljr Text Hies may now be saved in the fnnuiti»M4^tti(^ Merlin 

assdtfiblef. Befat^saving a file, use "pokeword $A72480AO"fo 9sv« feib liien^ To save 

a file in normal formal, ust? "pokeword SA72,9", You need to wrife a m.icro to do (his. fWe 
figured that if you're advanced cnou^ to be using Merlin, you're advanced enough to handle 



Appendke* 87 




88 



Af^V/orts 5 Delta Mmusl 



ypits and CapacitiM 



The desktop and practical document sizes listed in the AppleWorks 4 reference manual are no longer 
valid, since AppleWorks 5 lequues a minimum of 256K {Tedmically speaking AppleWois tvffl 
load widi 9niy 1^ of ineoii^,, but that woM ^xivj/^JaxSe desktop memory.) 



IMflffiiHtfly ^ Mm. 



Desktop size lttlCli#VS6K De/Bc 

55K for a 256K;ni^ y 
Number of remembered pathnames 8 pathnames - 



limit Of Cqpqcity Volue 



GliQgaraizatiQnal levels 6kxeis 
fluibn o£ sons per tupic WffsBm 



Number ctf cdumns ' 120 (DP) columns 

Number of characters in o cell memo 126 characters 
Number {>f col! memos in a row 6 memos 
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'JhnnAilflljr. A 



'%oiiiiiioii 





Q: HeSpf When [ started AppleWorks 5 tor the first time, it stopped at a screen Labelled "Aft^^e^^. 
Saeen Savers" and told me to "Place the AW,INfrS dis>k in the drive and press Return," Whaf 
dpldo? Why this happening? tit ha^p^wiis even though Initsa^ turned off!) 



jLf As for why this is happening, AfterWorR is looking for modules in the AppleWorks inits 
' dkectoiy,, aJid it thinks that the folder i» named / ATrLEWORKS/ AWONITS (since 

■ T^Cfw AppIeWotks 5 is shipp^). If you intend to use AltetW^orie, ye«i f^tOMld (fee 
■ . ^^ndard Settings menu and set the directory for the InitManager to the direetory where tiN®; 
iSj^^rWork modules are stored even if you don't intend to use mits. This is the pathname 
tttat AferWoric will use, and it will use It rcganiiL\-,i> of whether the ImO^^^ W 
ym tfaii't bs^mtd to ui.e AteWotk, delrte SEG.MR from you wcn^g ojpfy A|^JeWort© 
in^ from ymx original jp^eaae). See ^ sectioxi s4 I^StiHir^ /^^Wa£>k Scsr mo^ Se6 



Ch I've be-on n&tng mscrm with AppleWorks forSQ)**6-&f5||^. H«1WS(H^^,|«^^^efpS^^ 
to work with AppleWorks 5. Why not? " " ' ■ • [. 

A; Old i!^^^3«fft4J»y, {aa to tvcMrk pn^p^y with AppleW^f ,5i>^ ^^^e reasNonsj « ' '_ . . ' ' 

li The macro set is compiled into a task file or TimeOut application. iiAllffiSKadblSii-iBllfif ibe^ 
:■ recompiled under AppleWorks 5 in order to work properly. , 

2, The macro was recorded usir^ lSteaMKfi»-3>l m sartwr. Vowfll ha.VB io ctBi^rat ttje ms*^ 

to UltraMacros 4.2 or later, 

3. TTie macro makes menu choices or issuer commands that have digged in the new version, of 
AppleWorks. Even if you can recompile your inac^~:H%aU.sti& iM ii ttdhc^jees a mmii 
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Gb Why don't all my other TimeOut programs work? They worked under Ap pl j^ ro rks 4. 



A: If s ioiporfant to distinguish betweet official TimeOut programs, such as those published by 
Bea^e Bros, and HmeChit programs that are special compiled macros sets. UltiaMacios allows 
ynu to save your macros as a TimeOiit Application. Since tht io TimeOut programs are merely 
collectkifffi wQiacxos, they too must be recompUecl uiKiler AppleWorks 5. For more information, 



Qt Wlw does it take Appl 
Isagar is turned off? 



Jlit Vflmy the print buffer is active, AppleWorks has to divide its time and attention between ^ 
■<3iecking to see if ynu're ready to continue ivork and checking to see if tlie printer is ready (tit 
mow ddla. AppleWorks gives you [?nority so that it won't slow you down. This means that 
Jittoting will take longer than it normaUy woui4> TPiSpeed up printing, just visit the print 
Saenu (6-Q 0-B) and AppleWorks will ciei^^tt^Siid^^ to printing the ffife as long alfpii 

4on't mulc^ ttiy other demands on AppteWio^*^ . _ 

ife This may happen if you have the print buffer turned on and the printer runs out of paper. Put 
more paper in the printer (and make sure the printer is selected). Printing wiU resume, and you'll 
get back CQjTitrol of AppleWorks. 



f^lr^^foiinfe a data base Ue to look at graphics. Mtmldiai^ tlw diskiiaiaetoloada 

graphic from another disk or subdirectory, AppleWorks telli me it's imable fa9 Ipdd Ihe picture. 
I'm sure I'm setting the pattmame correctly. Why won't it load? 

lEhenfiv data base <»Q|maiid to load pict^^ 

<^-% tSeit lest this, Di^H^'to a category that cQ^^iss ttiA^^ar (e.g. 12) and pres Return. 




M ^0m0t%^km, you couM'3|ir^^ tXsk cate^oiy torn "/appleworks" to "/B^gal i::^ 
Name>* «yi p^^^^ the Filecal«;epry wbm you pressed 



Disk 



File 



■ dpp'.eworks 



If you want to change the directory from which a graphic is loaded, ignore the Disk category and 
i^ymgiiie Rie category so fhat^ reads ^/haid/aw/PS GfeORGE*' (or wherev^ you've sfet^d 
your graphic). Tlien press '^-B and the graphic will be loaded from the pathname yt'iii'^'e 
specified. Otherwise, the graphic will be loaded from whatever pathname yuu saved the data 



Q; Wh^ I press C5-V i 



l iitwclt my docmnent, nothing happens. Why not? 



A: You're probably in the word [ 
todt Ih^ OtitUner^ then tiy again. 



Q: What if I have an outUrw wiA iM»e than 26 ofrtkxis in a tofAc ani the kfti^ls loeletfen? 

A: The OutUnet hMdles this much thf bame way that the spreadsheet does it wHI wiS libciidtf fiei^ 

Q: I've added a cat^ory b> my data base. Why doesn't it show up in my single lecoid layouf? 

Jkc You can iist- " -I to insert your new category into ytnir single record layout. AppIeWoricS didn't 
insert the category automatically to avoid problems with single record layout that uqb 
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Appendix H 

Reference Manual 
Ipata & Addendum 

* *. ■ * ' *' ■* f - ' * . « .i, B jj. .1^ ♦ ^ "V f • * '.l.i ^ * » 

# Warning for UGS users ttytA activale UltraMacros^ the best approach is to boot ProDOS 8 
instead of CS/05. If you nin CS/OS, you shoukl know that AppleWorks 5 automatically 
disables interrupts, which turns off inits such Twilight II, which uses interrupts. (Randy's Free 
l^aldwr can be used to prevent AppleWwlcs foam, disftblung interrupte, but we dxm't pait^ilarly 

recommend it.) Since AppleTalk usm i3Biiemfipi$,,Apjll^^ 

you boot with AppleTalk active. ./.-, v 



frrata 




'JKi CluWf optlolu 

cursor blmknOevafiMi^tii^ die imdiine speed and v^Mfii^lliiifl^i^^ 

onnbied. Ideally you should set the cursor (using Standard Setlir^} ta;l^^v9i>^Q^ 
a iiocond once you've decided if you'll use the muuse or not. , i ' , , T 

pp. 1794^ Decimml Vimxf 

The Decimal Places item is inissir^. Fortunately, this item is self-explanatory, - 
p. 2X1, Totaling ^Coinim 

1^ xiser b no longer asked fur die number of dedBfal:^ii»e&1i&m define^ a category total. 
In^ead, the numl^r of decimal places used in the feiKMllttie«9neastheM»llb«of dMnSi^ 
fiaee& defined using the Set formatting option. 
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The series of nines, for example, 99999.99 is no longer displayed after defining a category total. 

Be siirt? you press ' -U .ifter m.ikin^ jny i:hanj;es in the number of (.K'l-im.il pl.n t's nr any other 
format dwtge, otherwi.st your layout will not accurately reflect the look at ynur n ports. 

♦ tip Should you iwedwpom that are daular except for the nuirbe 

this; 

Define a new category as a formula, and have it reference ttie category of numbeis used in 
the teport Use the Set formatting caption to diai^ the number ut k.k\ inu] places on this 
ategpry. Make a new cepoct that uses ttu^newr tstegoiy instead of the crid category. 



KMmi ProM^Ms ami f •Ibtos 

■ Dnltlop 

If vow press a number at the Mam Men«, ti^ clock display is messed up. Use the arrow keys if 
u n mu^t have a pristine screen. Youtim't nfAioeftisg^bliifyouhave cme^oudinwnis 

turned on. 

■ Dntg Bow 

A data base mask doesn't work pn^'! K ii vi*u t-nd with te\t itistt-jd of mask chariit ter-i One 
sdution is to end the mask with an "any mask character following the final text template 
character. Nothing will be visible in that spot on screen or at print time and you may press the 
Spai'c b.ir at thatspnl for .mtti return You could also inchuit Ihv entry mask characters cwily, and 
have another cat^ory which adds the text and gets ubcd tor reports, (Although this bug was 
present in TtftaiControl for years, no one r^x»ted it until January 1994.) 

If you don't have any data base files on thedeskh^, and you then create a new data base file 
from iicratch and rename it without ever leaving it (tike if \-ou use the default # /Option-A 
macTo^, and you then attempt to create a lookup file definition despite not having another data 
base file to look up, you'll do bad thii^ to AppleWorls. 

■ Mocros 

Don't use dot conrunands while in gnipiiics mode (data base pictures, l imeOul Paint, etc.). 

If you use .1 ]irt*);r,im selector to launch a task file from outside AppleWorks, the 
*/Option-Iisc<ipe titles menu will not be available for that file. This is because the Desktop 
memoi > hasn't been set up when the task TOe i» being loaded, so there's no place for the titles to 

be stored, 
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Add files order, 70-71 

Adding files, 6,8,65 

AfterWork screen saver, 14-18,73,91 

Alarms, 11,12,17 

©Alert function, spreadsheet, 64 
Apple lie, lie, IIc+, 3,79 
Apple IIGS, 3,76-77,79,95 
AppleTalk, 95 

Arrange, file list, 7,70-71 
Arrange, data base, 54 
Auto -add DB records at end, 7 6 
Auto-recalculate, data base, 48 

Background text, data base, 4,49,55 
Birthday order, data base, 54 
Buffer, print, 9,17 

Bugs fixed in AppleWorks 5, 18,31,33,48 
Bugs and problems, known, 95-96 

Categories, adding data base, 50,93 
Categories, selecting data base, 53-54 
Category names, data base, 50,55 
Cell memos, 4,5,59-62 
Change disk menu, 9 
Chronological order, data base, 54 
Clear backup bit on copies, 69 
Clipboard, graphics, 57-58 
Clipboard, printing outline to, 44 
Comment lines, word processor, 31 
Control -S key, 21 
Control-T key, 21,47,52 
Currency, data base, 47,72 
Currency, spreadsheet, 59,72 

Data base, 47-58 

Data base options, 76 

Date/Time Options, 68 

Debug, 81,84 

Decimal character, 73 

Default margins, word processor, 75 

Defaults, file list, 8 

Default ruler, word processor, 29 

Desktop organizer, 6-9 

Desktop size, 89 

DIF files, 87 

Display options, 71 

Dot commands, 85 

Enter key, IIGS, 76-77 

Errata, AppleWorks 4 manual, 95 

©Error function, spreadsheet, 4 

File Activities, 66 
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File type, change, 66 

Find command, data base, 52 

Find command, spreadsheet, 61,62 

Find command, word processor, 22-23 

©Find function, spreadsheet, 4-5,64 

Formatting, data base, 96 

Functions, spreadsheet, 4-5,64 

Glossary, word processor, 48,53 
Graphics, data base, 56-67,92 
GS/OS programs, 95 

Hard copy, OA-H, 9,73 

I. DEBUG, 81 

Ignore non-existent drives, 69 

Ignore Yes/No, 70 

Imports, data base, 4 8 

Inits, 80,81,83,84,91 

Insert categories, data base, 50 

Insert records, data base, 48 

Installing AppleWorks 5, 79-80 

Interrupts, IIGS, 95 

Inverse text, 21,23,32 

Keep backups of files, 69 

Layout, single record, 49-51 
Limits and capacities, 89 
List files order, 71 

Macros, 4 , 34 , 69 - 70 , 80 , 83 , 85 , 91- 92 , 96 

Mail merge, 32 

Markers, 24,25-28,31,45 

Masks, data base, 4,48,96 

Maximum spreadsheet rows, 77 

MEM. System, 79 

Menus, one -touch, 6 

Merlin files, 20,87 

Miscellaneous settings, 69 

Mixed display, data base, 50-51 

MouseText screen option, 71 

MouseText, data base, 47,52 

MouseText, printing, 32 

MouseText, word processor, 21,23,34,44 

NAME. ADDRESS file, 81 
No/Yes questions, 70 
Number of blank lines, 55 

OA-Space to select files, 8,65 
One -touch menus, 6,69-70 
Other Activities, 65 
Outliner, 28,34-46,84,89,93 

Path, changing, 65,66 
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Pathname s , 9,65 
Pictures, data base, 56-57 
Print buffer, 73-74,92 
Print Shop graphics, 56 
Printing, 31,44,73-74 
Printing, outliner, 44 

Questions and answers, 91 
Quickmark, 24,25-2 8 
QuickSpell, 67-68 
Quitting AppleWorks, 74 

RAM disk, 79 

Randomizer, AfterWork, 14 
Randy's Free Patcher (RFP) , 77 
Recalculate before saving, 63 
Record insertion, data base, 48 
Record selection, data base, 55 
Remember loaded files, 6,7,71 
Replace, data base, 52-53 
Reports, data base, 55,95 
Reset files when loading, 76,77 
Reverse arrange option, 7 

Saving text files as text, 75 

Saving files, 10,75 

Screen saver, 14-18,91 

SEG. files, 80-81 

Shortcuts, 6,9,51,65,66,73 

Show word processor rulers, 75 

Single record layout, 49-51 

Sorting, data base, 54 

Space bar to select, 8,65 

Space tabs, 21,29 

Special rules for Return, 75 

Spelling checker, 33,67,93 

Spelling dictionary location, 33,68 

Spreadsheet, 4,59-64,89 

Spreadsheet options, 76 

Standard Settings, 67 

Sticky spaces, finding, 23 

Subdirectory, creating, 66 

System requirements, 3 

Tab key, data base, 47 

Tab ruler, word processor, 29-30 

Tabs, finding and replacing, 23 

Tags, file, 45 

Text files, 7,8,10,19,75,87 

Thesaurus dictionary, copying, 33,68 

Thousands character, 72-73 

TimeOut, 8 0,83 

TimeOut AfterWork, 14 

TimeOut DB Replace, 52-53 

TimeOut Paint, 14,57-58 

TimeOut Updater, 83 
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TimeOut Utilities, 83 

©Today function, spreadsheet, 4,64 

#Totalfiles label, 85 

UltraMacros, See Macros 
Ultra Compiler, 83 

Vertical line character, 72 

Wild card characters, 22-23 
Window, word processor, 24,25-28,45 
Word processor, 19-46,74 
Word processor options, 74 

Yes/No questions, 70 
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Copyright 1996 by Douglas Cuff. All rights reserved. 

I wrote the delta manual for AppleWorks 5.0 in September and October 1994. A 

lot has happened since then. For instance, an update- -AppleWorks 5.1--was released 
in the summer of 1995. It's time to update the AppleWorks 5 delta manual as well. 

I'll be covering 8 basic areas in this article: 

o features programmed but not covered by the manual ; 

o documentation you should have gotten but didn't; 

o factual errors in the manual ; 

o one serious typographic error; 

o simple typographic errors; 

o AppleWorks 5.1 changes and new features; 

o things not to do (problems without fixes) ; and 

o common problems and fixes. 

One important correction doesn't fit into any of these areas, and it has to do 
with who wrote the manual. My answer is not "me". My answer is "mostly me". I am 
the principal author, not the sole author. Whole sections of the AppleWorks 5 delta 
manual are based on documentation that Randy Brandt wrote (for Beagle Bros ' s Outline 
3.0, JEM'S DB Pix, and so on) . Perhaps the credit on the title page should really 
read "by Doug Cuff with Randy Brandt" . Thanks, Randy. 

Another tidbit which doesn't fit into the body of this article has to do with 
an omission in the AppleWorks 4 reference manual. When you visit the Time-based 
options in the Standard Settings menu, you should know that turning on auto-save 
_automatically_ turns on the keeping backups of files (in the Miscellaneous portion 
of the Standard Settings menu) . Many of you have figured this out, but it doesn't 
seem to be documented. 

An important note before you begin: This is not an official document. I wrote 
the AppleWorks 5 delta manual for Quality Computers (now doing business as Scantron 
Quality Computers) . I don't own the update manual; they do. Any official update 
document has to come from them, not me. 



WHAT THERE WASN'T TIME TO TELL YOU 
II II II II 11 11 11 II II II II II II II II II II II II II II II II II II II II II II II II II II II 

When AppleWorks 5 was being tested, programmers Randy Brandt and Dan Verkade kept 
adding features. One or two features were added, or the way they worked changed, 
too late to be documented. (The documentation deadline was more than a month 
earlier than the software deadline.) 

The "AW5 Specs" file distributed on the AppleWorks program disk notes one 
feature not described in the manual: in the word processor, when using OA-O to 
enter printer options, pressing OA-Return after either the code or the numeric value 
associated with the code (as with indentation and margins) makes for a quick return 
to the file. With OA-Return, you no longer have to press Escape at the OA-O prompt. 
This can be a significant time-saver. 
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As the delta manual tells you, you can hold down both Apple keys as you boot 
AppleWorks if you want to TimeOut to load Utilities only, for a faster start. 
UltraMacros and the Init Manager will also be off for that session, which is 
something the manual does not mention. 

The AppleWorks 4 manual tells you (on page 465) that you can configure certain 
inits by holding down the OA key. This is not true for AppleWorks 5. Holding down 
the _SA_ key lets choose which inits and which AfterWork modules you want installed. 
(There is an anomaly associated with this, though. If you continue to hold down the 
SA key as you press N for no, three modules in a row will be deselected.) The 
AfterWork modules are loaded first. If you want to load all the AfterWork modules 
but want to select certain inits, you can begin holding down the SA key as the last 
AfterWork module is loaded. Holding down the SA key does not affect the TimeOut 
options at all--all available TimeOut applications are loaded. 

If you hold down the SA key through the entire boot process, UltraMacros will 
not be loaded either. (You can checked by pressing SA-Escape. If UltraMacros are 
not loaded, you will see the message "Dot cmd error" . ) If you release the SA key 
after you make the decision about the final init in the list, UltraMacros will be 
loaded, but the startup macro will not run. 

If you hold down the OA key as you boot, you are not asked any questions. 
Holding down the OA key produces similar results to holding down both Apple 
keys--only TimeOut Utilities are loaded- -except that this time, UltraMacros and the 
Init Manager will be loaded. . . but only if that how you have the options set in the 
Standard Settings menu. If you normally have either option turned off, holding down 
OA during the boot will not turn them on. 



OA only 



SA only 



AfterWork 
InitManager 

UltraMacros 
Timeout 



none 
all 

on 

Utilities only 



ask (Y/N) 
ask (Y/N) 
it depends! 
all 



both OA and SA 

none 
none 

off 

Utilities only 



To sum up, hold down both Apple keys for the fastest start, 
key for a fast start that leaves UltraMacros active. 



Hold down the OA 



Two UltraMacros commands disappeared from AppleWorks 5, "store" and "recall". 
Their disappearance is not documented in the delta manual. Under AppleWorks 5.0, 
these commands appear to be processed but will not work! Under AppleWorks 5.1, the 
compiler will tell you that it no longer recognizes these commands by giving you a 
syntax error when it tries to process them. 



While it has nothing to do with the development of the program, time is also 
the reason that there is no index in the AppleWorks 5 delta manual. You will find 
an index on _Texas II_ Disk 14, and those who were subscribing to this magazine on 
disk at the time this disk was issued were lucky enough to receive a paper copy of 
the index . 
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WHAT THERE WASN'T ROOM TO TELL YOU 
II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II 



Along with the delta manual, I submitted the necessary changes and additions to the 
AppleWorks Quick Reference card. Presumably it was too expensive to print a new 
reference card. If you'd like to make the changes yourself, grab a ballpoint pen 
and your Quick Reference card, and follow along: 



Section I: GLOBAL COMMANDS 

I I I I I I I I I I I I I I I I I I I I I I I I I I I 



[after "OA-Q Escape", insert lines:] 

OA-Q OA-A Add files 
OA-Q OA-B Print Buffer 

[after "OA-Q OA-F", insert line:] 

OA-Q OA-P Change Pathname 



Section II: REVIEW / ADD / CHANGE COMMANDS 

I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I 

Column B: WORD PROCESSOR 

[replace existing text with:] 

OA-F Find text, page number, marker, printer options, or line number 
[after "OA-"", insert line:] 

0A-+ Outliner mode 
Column C: DATA BASE 



OA-B Browse graphics [new command; replaces "--"] 

[after "Move records", add " (MRL) " : ] 

OA-M Move records (MRL) 
[after "Move records (MRL)", insert line:] 
Mixed mode (SRL) 

Column D: SPREADSHEET 



OA-G Get cell memo [new command; replaces "--"] 
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Section III: MOVING AROUND 



Column B: WORD PROCESSOR 

[after "OA-Tab", insert lines:] 
Control -Q Quickmark 

Control-S Move to next tab stop [was Control-T; see Section IV] 
Control-W Where is my Quickmark? 

[delete line " Control -T/Move to next tab stop/--/--"] 

Section IV: PRINTER OPTIONS 

I I I I I I I I I I I I I I I I I I I I I I I I I I I I 

PAGE DESCRIPTION 

[after "MM", insert line:] 

NB Number of Blank lines after heading DB 
SPECIAL 

[after "RP", insert line:] 

RS Recalculate before Saving SS 
KEYBOARD EQUIVALENTS 

[after "Control-R", insert line:] 

Control-T MouseText/ inverse mode 

Section V: FORMULAS & FUNCTIONS 

I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I I 

TIME & DATE FUNCTIONS 

©Today Returns current date DB/SS [formerly just "DB"] 
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Outliner 



There was no room in the manual for a reference page for the Outliner nor room 
on the Quick Reference card for another column. Users will have to rely on the 
built-in help menu, or use the following chart: 



OA- 


A 


Add son 


OA - 


B 


Add brother 


OA- 


C 


Copy topics 


OA- 


D 


Delete topic 


OA- 


F 


Find text 


OA- 


G 


Go to previous topic 


OA- 


■I 


Insert body text 


OA- 


J 


Jump to full display 


OA- 


K 


Collapse outline 


OA- 


L 


Label options 


OA- 


■M 


Move topics 


OA- 


N 


New line 


OA- 





Order topics 


OA- 


P 


Print outline 


OA- 


R 


Reveal all body text 



Control-R Hide all body text 

OA-S Save file to current disk 

OA-Control-S Save file to original disk 

OA-T Collapse/expand topic 

OA-U New uncle 

OA-V View expanded topic 

OA-W Split window 

OA-Z Zoom to desired level 

0A-1...9 Move proportionally within file 

OA-" Collapse/expand body text 

OA- Return Go to next topic 

OA- [ Go to father 

OA-] Go to next brother 

0A-{ Shift topic left 

OA-} Shift topic right 

0A-\ Options 

0A-+ Return to Review/Add/Change mode (word processor) 

The manual does not make clear which word processor markers are reserved for 
the Outliner module. These are markers 192-254. 
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FACTUAL ERRORS 
II II II II II II II II II II II II II II 



The manual claims that AppleWorks 5 is not available on 5.25" disk. In fact. 
Quality Computers shipped it on seven 5.25" disks, but these were intended only to 
allow 5.25" drive users to install AppleWorks 5 to a hard drive. The 5.25" drive 
option is no longer officially supported, but it is possible to create a set of 
5.25" disks that will run AppleWorks 5. Not terribly wise, but possible. 

If inactivity is detected when a cell memo is open, the AfterWork screen saver 
will only work on an Apple Ilgs. The manual doesn't have this wrong, it just 
doesn't mention it. 



ONE SERIOUS TYPOGRAPHIC ERROR 

M 11 M M M 11 M M M II 11 II 11 II 11 II 11 II 11 II II II 11 II 11 II 11 II II 

Page 20 and page 87 both give the wrong parameter for saving text files in the 
Merlin assembler format. You should use "pokeword $0A76,$80A0" and "pokeword 
$0A76,9". "Pokeword $A72" is wrong. This location of this feature was changed 
after the manual was written. 

(This feature to create Merlin-compatible files will not work if the first 
character in the file is a Return. Make sure the file does not begin with a Return 
character. Also, in some circumstances, tab rulers will be saved to the Merlin file 
instead of being ignored, as they should properly be.) 



SIMPLE TYPOGRAPHIC ERRORS 

II II II II II II II II II II II II II II II II II II II II II II II II II 

On page 16, there's a claim that the heat-death of the universe isn't due to happen 

for several million years. This should read several billion years. (Mind you, a 
billion equals several million anyway, so what's all the fuss?) 

On page 29, the second sentence of the first paragraph begins "AppleWorks 4 
used Control-T for spaces, but AppleWorks 4 uses that key to...". This should read 
"but AppleWorks 5 uses that key to...". 

On page 41, the note for Outline 3.0 users ends with the text "{outdent}". 
This is a formatting code inadvertently left in the finished manual. You can't pin 
this one on me. <grin> 

On page 91, the second part of the first answer ends with the sentence "See the 
section of Disabling AfterWork for more files that you can delete." This should 
read "See the section on. . . " . 
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APPLEWORKS 5.1 CHANGES AND NEW FEATURES 
II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II II 



Plenty of bugs were squashed with AppleWorks 5.1 release. It's free, so there's 
really no excuse not to move from AppleWorks 5.0 to 5.1. Please don't ask me to 
list all the bug fixes in AppleWorks 5.1. 

The UltraMacros .awpath command had a bug which left a trailing "/" at the end 
of the string. That has been fixed, but the fix breaks the default macros as 
supplied with AppleWorks _5.0_. Use the new default macros as supplied with 
AppleWorks 5.1. Also, change any of your own macros that used a work-around for the 
.awpath bug. 

In the data base, the Set Preferences option now allows you to set a date 
format for each individual data base file. This means you can have the general 
setting display a date such as "June 24, 1995" for the macro sa- ' command and for 
the word processor date option, while using numeric or abbreviated dates in the data 
base. The preferences may also be used to keep a year from being added to a date 
for which you wish to record only the month and day. The bad news is that you 
should probably update all your existing data base files to reflect this new 
setting. The good news is that you'll only have to do this once. Plus, it's worth 
it . 

Binary search now finds numbers with leading O's, and requires an exact match. 
If you don't want an exact match, hold down the OA key. 

The DB Replace TimeOut application now lets you choose to search for whole 
words only. As with AppleWorks, use the OA key to indicate a search for whole 
words- -either use OA-Return instead of Return when selecting "Anywhere" or "In one 
category", or press OA-A or OA-I instead of A or I. 

THINGS NOT TO DO Here are a few things that you should not do in 
II II II II II II II II II II II II II II II II AppleWorks 5 * 

o Don't use the Installer if you already have a folder called AW5 on 
the volume you're installing to. Rename or delete the first AW5 
folder before beginning. If you attempt to use the Installer and 
you already have a folder called AW5 on the volume you're 
installing to, the Installer will hang! 

o Don't use the Control -Q/Control-W Quick Find feature in the 
Outliner . 

o Don't use the three following MouseText characters when filling 
out fields in the data base: Solid-Apple (@) , Mouse Pointer (B) , 
or Lower Left Corner (T) . You may still use these characters when 
creating background text. 

o Don't use OA-- ( Open- Apple -hyphen ) , the keyboard shortcut for the 

UltraMacros command "cell", while creating a cell note in the 
spreadsheet. It won't work, and it may do some harm. 

o Don't try to access the TimeOut menu from the Clipboard (OA-Q OA-C 
then OA- Escape) . If you do, AppleWorks 5 will crash! 
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o Don't use the TimeOut DIF applications from anywhere but the Main 
Menu . 



A FEW PROBLEMS AND FIXES 

II II II II II II II II II II II II II II II II II II II II II II II II 

Worksheets created with AppleWorks 4 . 3 may have their NT (Number of Times to 
recalculate) option set to 1 under AppleWorks 5.0. No fix is known. 

The data base Preferences screen does not allow you to toggle the "recalc 
order" message. To see this, get into a data base file, press OA-0, select option 6 
("set preferences") and examine option 7. There is a fix for this in _Texas II_'s 
Bev's Free Patcher v6 . for AppleWorks 5.1. 

Quality Computers shipped AppleWorks 5.0 with a slightly screwy version of the 
ImageWriter II printer installed. If you find that your ImageWriter II prints in 
standard mode even when you manually tell the printer to use near letter-quality 
mode, you have found the problem. Three possible fixes: 

1. Upgrade to AppleWorks 5.1 --a good idea anyway- -which doesn't have 
this problem. Be sure to copy the SEG.ER file! 

2. Choose "Remove a printer" from the Print settings menu, then add 
ImageWriter II to the list again. It's that simple. 

3. Choose "Change printer specifications" then choose "Interface 
cards" . If the current control characters are "control -I SON 
Escape c" (restore default settings) , all you have to do is change 
these codes. You could choose simply "control-I SON" or enter 
"control -I SON Escape KO", which resets the printing color to 
black . 

There are even more drastic solutions, such as selling off your ImageWriter II 
printer, or never using AppleWorks again, or donating your Apple II to the national 
debt, but I can't recommend them. 

Any Apple Ilgs user who finds that AppleWorks 5 crashes when it is run, or 
finds that it crashes the second time it is run, should use Randy Free ' s Patcher, 
which is supplied with AppleWorks 5, (or Bev's Free Patcher) to change the setting 
of GS/OS background tasks. Some people find that the crashes happen if background 
tasks are on. Others find that crashes occur if the tasks are off. 

Despite the appearance of these and other unconfirmed bugs in AppleWorks 5.1, 

it is a very stable release. Please don't be frightened away from AppleWorks 5.1. 
Even with a few minor and obscure bugs, it's still more stable than AppleWorks 4.x 
or 5.0! 

[*] [*] [*] 
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WOULD YOU LIKE TO REPRINT THIS ARTICLE? 



Please go ahead. I encourage you to distribute it freely in any 
not-for-profit publication. Please make sure that the article remains intact, 
exactly as it appears above, including my copyright notice. Please do not add 
anything to the article except the following credit line: "Originally published in 
_GenieLamp A2_ Vol. 5, Issue 52 (July 1996) ." You may wish to retain this notice so 
that others will feel free to reprint it.--DGC 
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